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aT Command: Division: Number:
ﬁ%?&gﬁ# "(;?EQISFORNIA HIGHWAY PATROL LSU Southern 2019
COMMAND INSPECTION PROGRAM G S T ey
INSPECTION CHECKLIST Esiggdegy?t Eric Lee, #12707 113:!;1 8/2008
Chapter 3, Command Procurements 0SSlI Lucia Callejas, #A9541 | 12/18/2008

Purchases

INSTRUCTIONS: Answer individual items with “Yes" or “No"” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Addilionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected. R

TYPE OF INSPECTION

[] Division Level

Command Level

Lead Inspeclor's Signature:

Lot

] Executive Office Level [ Voluntary Self-Inspection .ﬂzﬁ__
Follow-up Required: Commander's Signalure; Date: T
_ H e €
D Yes No (] Follow-up Inspection g R e St B 2K

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the Remarks:
command level familiar with the related policies and Yes | [(ONo | [JN/A
procedures for purchasing?

2. Have Approvers/reviewers of purchases received Remarks:
procurement training? Yes | [(INo | [JN/A

3. Are prohibited items procured on CHP 43, Purchases Remarks:
Requisitions? [ Yes No | [0 N/A

e Supplies for personally — owned eguipment
e Commodities for personal use

e Confirming order

o Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions, Remarks:
prepared for commodity items obtainable from MXYes | [INo |[JN/A
different suppliers or from different statewide
commodity contracts?

5. s all required information entered on the CHP 43, Remarks: -
Purchase Requisition? Yes | [INo | [JN/A

6. Are the CHP 43, Purchase Requisitions, numbered Remarks:
consecutively, starting anew at the beginning of each Yes | [JNo |[IN/A
fiscal year (July 1)?

7. Are expedited requests for the purchase of goods Remarks:
forwarded to the Assistant Commissioner, Staff, for MYes | [ONo |[JN/A

approval?
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8. Do specialized items purchased contain the

appropriate Division, and/or OPI approvals? Yes | [ONo | [JN/A | Remarks
9. Arethe CHP 43, Purchase Requisitions, Remarks:
competitively bid? Yes | [(INo | [IN/A
10. Does the CHP 315, Price Comparison Worksheet, Remarks:
document at least two price quotations? Yes | [ONo | CJN/A
11. Are Limited Competitive Bidding purchase reguests Remarks: B
that limit or restrict the purchase to one specific X Yes | [ONo |[]JN/A | Seeremarks atthe boltom of page 3.
brand or model justified and in compliance with SAM
35557
12. Are Limited Competitive Bidding purchase reguests Remarks:
for items that interface with existing departmental Yes | [JNo | [N/ | Seeremarks atthe bottom of page 3.
equiprment in compliance with SAM 3555,37
13. Do Non-Competitive Bid (NCB) purchase requests Remaiks:
contain the NCB justification and NCB Corrective Yes | [JNo | [IN/A
Action Plan documents?
14. Are items checked immediately for content and Remarks:
damage when delivered? Yes | [JNo | [IN/A
15. Is the “received copy" of the purchase order Remarks:
approved, dated, and forwarded to the Fiscal Yes | [ONo | CJNA
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?
16. Are freight and/or packing slips attached to the B Remarks:
received copy of the purchase order and sent to Yes | [ONo | [JN/A
FMS?
17. Is FMS provided a photocopy of the purchase order Remarks; h
and any approved freight or packing slips as Yes | [(JNo | [NA
acknowledgement that a portion of the order has
been received?
18. Is the original “received copy” retained by the Sl Remarks:
command for completion and forwarding to the FMS Yes | [(ONo |[JN/A
when the complete shipment is received?
19. Are Damaged items delivered by common carrier Remarks: If damage is not )
acknowledged on the freight bill by the carrier's driver | (3 Yes | [JNo | [[JN/A | immediately apparent and the driver

before being accepted?

no longer available, the vendor is
contacted.
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Page 3of3

Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)

Purchases

[ 20. Is Purchasing Services Unit (PSU) notified Remarks:
immediately by telephone, followed in writing gither X Yes | [JNo | [ON/A

. by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and ?:mgfks-'mand has a suspense
investigated to ensure the orders are not opened for Yes | [ONo | [JN/A | 'netom e
an unreasonable length of time? (SAM 8422.0) system lo track purchese orders

22. Are copies of the purchase reguisitions and purchase Remarks:
orders maintained for three years after payment? Yes | (ONo |[N/A
(SCM Vol. II, Ch. 11, Topic 4) .

23. Are decisions documented to create a paper trail Remarks: Through the CHP 43 and
documenting the basis of the decisions made for the Yes | [ONo | [ N/A | email correspondences.
purchase? (SCM Vol Il Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive Remarks:
bidding requirements or to circumvent the (Jvyes | RNo | [JN/A

11 & 12 — Prior to the Oct 2008, procurement training, the Command was misinterpreting the Limited
Competitive Bidding purchase process specific to brand and model as prescribed by SAM 3555 &
3555.3. The Command is currently in complaince.
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"ATE OF CALIFORNIA —
- ZPARTMENT OF CALIFORNIA HIGHWAY PATROL Commang: Division: Efumberr
COMMAND INSPECTION PROGRAM ’Eil;ﬂared > Southern -333 _—
INSPECTION CHECKLIST Sergeant Eric Lee, #12707 12/18/2008
Chapter 3, Command Procurements Aesiatad by Bale:
Contracts 0SSl Lucia Callejas, #A8541 | 12/ 18/2008

INSTRUCTIONS: Answer individual items with “Yes” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additicnally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command,
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
fnspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

(] Division Level Command Level

[ Executive Office Level [ Voluntary Self-Inspection

Lead Inspeclor's Signature:

: Y
S

Follow-up Required: LI Follow-up inspection

[ ]Yes No

Commander's Sighature:

For applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all Remarks:
service contracts which are repetitive, regardiess of Yes | [(JNo |[IN/A
the estimated dollar value?
2. s a CHP 78 Contract Request used for one-time Remarks:
services exceeding $4,999.997 (] Yes No | [JN/A
3. |s the Office of Primary Interest (OPI) tracking Remarks:
numbering beginning with the requesting command Yes | [JNo | [JN/A
three-digit location code used, followed by "CP” for
contract payable fisted on the CHP 787
4. s the performance of contract services monitored Remarks:
and documented? X yes | [IJNo | [JN/A
5. Are all copies of correspondence with the vendor Remarks:
maintained? Yes | [INo [[JN/A
6. Are letters for contracts documented and maintained Remarks:
which outline any problems related to substandard or Yes | [INo [ [IN/A
non-performance of the vendor?
7. Is the final product to be delivered described Remarks:
specifically and in as much detail as possible in the Yes | [ONo | [JN/A
CHP 787
8. Are all required levels of approval/signature obtained, Remarks:
including the required documentation and approvals Yes | [(ONo |[IN/A
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A?
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INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
8. Arerequests for contract services less than six Remarks: a
months from the anticipated start date of the contract | [ Yes | [INo | XIN/A
pre-approved by Assistant Commissioner, Staff, for
expedited processing?
10. Is all work completed and accepted by the | Remarks:
Department before expiration of contract agreement? Yes | [ONo | ON/A
11. Are contract services performed according to the Remarks:
quality, quantity, objectives, timeframes, and in the MvYes | [ONo |[JN/A
manner specified in the contract (e.g., review
progress reports and interim products)?
12. Are invoices for payment reviewed and approved to Remarks: -
substantiate expenditures for work performed and to Yes | [dNo |[JN/A
prevent penatties being assessed?
13. Are contract expenditures monitored to ensure there Remarks: o
are sufficient funds to pay for all services rendered Yes | [ONo | CJN/A
as required by contract?
14. Does the requestor verify the contractor has fulfilled Remarks:
all requirements of the contract before approvingthe | [ Yes | [JNo | [JN/A
final invoice?
15. Is the final invoice identified and approved, as Remarks:
appropriate and forwarded to Fiscal Management Kyes | (ONo |[N/A
Section for payment?
16. Are all applicable form sections of the CHP 78 Remarks:
completed? Kyes | [ONo |[IN/A
17. Do emergency contracts document and justify a Remarks: .
sudden, unexpected occurrence that poses a clear (dYes | ((ONo | XIN/A ;:‘e i%?';i’l’:nzgz EHEXpErEncad
and imminent danger, requiring immediate action to Y ‘
mitigate the loss or impairment of life, health,
property, or essential public services?
18. Are all employees associated with the management Remarks:
of a contract completing the CHP 78S, Conflict of Yes | [JNo | [JN/A
Interest Statement, Employee, form?
19. Are problems concerning the contractor's Remarks:
performance fully documented in writing and made a Yes | [ONo | [INA
part of the contract manager's contract file?
20. Are contract amendment request dollar amounts Remarks: The Command has not
increased more than 30%? | Ovyes | ONo N/A |]J|/8xperienced any such need.

CHP 880F (Rev. 09-08) OPI 010
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21. Is the tength of the contract amendment request '

Remarks: The Command has not

more than one year? D Yes D No IZ] N/A experienced any such instances.

22. Are amendments requested before the expiration of Remarks: The CO'“”La_"d has not
the original contract? [(Jves | [No N/A | experienced any such instances

23. Is a service contract on a CHP 78, Contract Request, Remarks: The Command has had no |
initiated for any commercial meeting/conference (JYes | CINo N/A | such rentals.
room rental, which is expected to exceed $4,999.99
in total cost?

24. Do conference room rental costs exceeding the $500 Re“;akai The Command has had no
per day limit have pre-approval from Assistant [(JvYes | (JNo N/A | suchrentals.

Commissioner, Staff?

25. Are California Department of Justice (DOJ) and Remarks: Olhgr than janri]torial
Federal Bureau of Investigation (FBI) fingerprint OYes | [JNo N/A gﬁ’c‘ﬁ"se:r;/’i'c‘gs "J';‘;?g';g, :;:‘izgs“gre
checks and driver license checks conducted for all of provided by the Department of
the following types of agreements; General Services.

{1) Avionics Maintenance and Repair
{2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Jenitorial Services

(5} Consulting Services

26. Is a driver license check conducted for, but not Remarks:
limited to, all of the following types of agreements, if | [JYes | []No N/A | The Command has had no contract

the contractor and/for specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet installation

(4) Diesel Generator Mainienance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Condilioning Service
(11) Laundry/linen Service

(12) Office Machine Mainlenance and Repair

(13) Painling Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpel, not scales)

(17) Telephone Services (cellular, sateflile, and regular)

(18) Television Equipment Maintenance and Repair

‘ {19)Uninterruptible Power Supply Maintenance and Repair

or specially assigned personnel who
meet this criteria.

CHP 680F (Rev. 09-08) OP1 010



STATE OF CALIFORNIA

Contracts

Page 4 of 4
ZPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Remarks: o

[ er

" Are all driver license and fingerprint information

Ch. 4, Section 4.09)

[ ves

forwarded to Gontract Services Unit (CSU), along [dyes | [ONo N/A Zgﬁtgg't‘;'r’;j’;ed(;’;nsngf’mee"ng this
with the contract number for retention after requirement.
Commander review?

28. Is CSU advised by the command to determine if B Remarks: . ]
adverse information discovered is grounds for [Jyes | [JNo N/A .srgsh(:i,f's’:;ﬁgg has experienced no
canceling the contract (i.e., adverse driver license '
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

29. Are all invoices, records, and relevant documentation Remarks:
maintained for three years after the final payment of Yes | [JNo | OIN/A
the contract?

30. Is a log sheet maintained for a diary of activities Remarks:
related to the contract? K ves | (ONo |[IN/A

31. Is a computer file prepared for all contracts Remarks:
administered? Yes | (ONo |[[JN/A

32. Is a spreadsheet prepared listing all expenditures? Remarks:

Yes | [(INo | [CJN/A

33. Is the notification to the confractor documented for Remarks:
the start date for services to begin? Xves | ONo |[INA

34. Is the contractor contacted to determine if all invoices Remarks:
have been received in order to oversee the HXves | TINo | CIN/A
completion of the contract?

35. Do consultant services contracts of $1,000 or more Remarks:
contain detailed performance criteria and a schedule | [J Yes | [ No N/A zzg&”gggi‘r’;‘l&as higdige cogsuliant
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1) '

36. Does the contract file contain the STD. 4 Contractor | Remarks: 7
Evaluation form for consultant contracts? [JYes | XINo | [JN/A lglf/igg”c’c')?]?r’:lgas had no consultant
(SCM Vol. |, Ch. 3, Section 3.02.5) '

37. Does contract work only begin after approval of the N Remarks:
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) XyYes | ONo | CIN/A

38. Are the requirements for Government Code Section Remarks:

19130 (a) or (b) documented and justified for Yes | [No | CIN/A
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

39. Are any contract paymef'its made prior to the final Remarks:

approval and execution of the contract? (SCM Vol. |, X No | [JN/A
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STATE OF CALIFORNIA
~“PARTMENT OF CALIFORNIA RIGHWAY PATROL

~OMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Pragram

Page 1o0f2
Command: Division: Number:
ISU Southern 509
Evaluated by: Date:
Sergeant Eric Lee, #12707 12/18/2008
Assisled by: Date:

12/18/2008

OSSIl Lucia Callejas, #A9541

INSTRUCTIONS: Answer individual items with "Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the nex! level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or cerrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspeclor's Signature:
(7] Division Level X} Command Level /
[J Executive Office Level (] Voluntary Self-Inspection //A’/P “7“%—*-““’“
Fo!low—up Required: [] Follow-up Inspection Commander's Signature: e Date:
[ Yes No Eo. B " |zz-350-cp
For applicable policy, refer to: HPM 11.2, Chapter 3
1. Are all employees associated with the use of the Cal- Remarks: )
Card program completing the CHP 78S, Conflict of K Yes | OONo |[INA ’T*fa?nfi;he 051, U0S Fieediement
Interest Statement, Employee, form? N
2. Are STD. 21 Drug Free Workplace certifications Remarks:
maintained within the Cal Card command file for B ves | [ONo | [ONA |3 0fihe Oct 2008 Procurement
each vendor utilized? ¢
3. Are 8TD. 204 Payee Data Record forms maintained Remarks:
in the Cal Card command file for each vendor Yes | [(INo | [JN/A | Asofthe Oct. 2008 Procurement
utilized? Training.
4. Are California Integrated Waste Management Board Remarks:
Form 74 documents maintained for each vendor Yes | [JNo | [JN/A
utilized?
5. If the vendor is a small business or DVBE is utilized, Remarks:
is the certification letter from the Department of Yes | [INo | [INA
General Services maintained in the file?
6. When fair and reasonable is utilized, is the fair and Remarks: o
reasonable method documented and properly Kvyes | (ONo |[JNA
justified?
7. Are purchases split into multiple transactions in order Remarks:
to circumvent transaction purchase limits? [Oyes | XINo | [JN/A
8. Does the CHP 317 Cal Card Log fully describe the Remarks:
purchase? Yes | [JNo |[JN/A
9. Are bank statements reconciled with the CHP 317 ) Remarks: T
Cal Card L.og and the receipts/invoices? Yes | [INo | [JN/A

CHP G8OD (Rev 09-08) OPi 010
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Page 20f2

10. Is the CHP 317 Cal Card Log properly authorized Remarks:
and maintained? Kvyes | [JNo |[IN/A
11. Are credit invoices/receipts for returned items Remarks: <
maintained with the bank statement? Yes | [INo |[JN/A
12. Do non-itemized purchase receipts/invoices Remarks: -
document the purchase by listing the commodity, Yes | [INo |[JN/A
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? Remafkﬁ? The Kgdcgfdlz 3{(99 "
personally secured by the K9 officers.
X Yes [1No L N/A Ali others are secured in a locked
metal box under the control of the
0SSl
14. Are Cal Card purchases pre-approved by the Remarks: Or designee (Lieutenant)
commander? Yes D No D N/A in the absence of the Cornmander.
15. Have all cardholders received training on the Remarks:
Department's procurement processes? Yes | [INo |[[JN/A
16. Are item(s) purchased with the Cal Card prohibited Remarks:
by departmental policy? [J Yes No | [JN/A

CHP 680D (Rev. 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

"OMMAND INSPECTION PROGRAM

iINSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1of2
(Command: Division: Number:
ISU Southern 509
Evaluated by: Date:
Sergeant Eric Lee, #12707 12/18/2008
Assisled by: Date:
0SSl Lucia Callejas, #A954 1 12/18/2008

INSTRUCTIONS: Answer individual Hems with “Yes™ or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action{s) taken. If this form is used as a Foliow-up
Inspection, the "Follow-up Inspection” box shall he marked and only deficient items need to be re-inspected. .

TYPE OF INSPECTION Lead Inspector's Signature:
(] Divisien Level X Command Level -~
P 7
[ Executive Office Level [ Voluntary Self-Inspection ‘Z’% f%("* “““““ -
FO”OW-Up Required: (] Follow-up Inspection Commander's Signature: = Daie: -
[IYes [XIN 2 e o me. ok
0 Eoe e ol L2 -Fo. <
For applicable policy, refer to: HPM 11.1, Chapter 23
1. Are muitiple X Numbers awarded to the same vendor Remarks:
to circumvent the $4,999 contract limit? [J Yes No | [N/A
2. Does ali X Number file documentation contain the Remarks:
STD. 204 Payee Data Record? O Yes No | [JN/A | Seeremarksal the bollom of page
3. Do X Numbers requiring a contract (i.e., janitorial or Remarks: The Command has had no
landscaping) have prior approval from the Business | [JYes | [INo | [X] N/A | such circumstances.
Services Section commander?
4. Are X Number requests made prior to the date the g??art';sr
; 9 7 er than rare emergency
services are performed? Yes | [1No | [JN/A ciroumstances.
5. Are X Numbers issued for a one-time use? Remarks:
Yes | [INo | [NA
8. Are prohibited services performed using an X Remarks:
Number? [] Yes No | [ N/A
7. Are X Numbers used for the procurement of a Remarks:
service and not the purchase of a commodity? XYes | [COJNo | [JN/A
8. Are X Numbers issued for telecommunications Remarks:
related services pre-approved by Yes | [INo |[[JN/A
Telecommunications Section?
9. Do X Numbers used for facilities related services Remarks:
(such as roof repair, electrical) costing over $1,000 X vYes | [ONo | [NA
have prior approval from Facilities Section?
10. Do X Numbers issued for lapsed contractual - Remarks: The Command has had no
agreements have prior approval by the appropriate OYes | [(ONo N/A || Such circumstances,
Assistant Commissioner?

CHP 680E (Rev. 09-08) OP| 010
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11. Do all X Numbers awarded to a non-small business _ Remarks:
vendor contain three price quotations? Yes | [ONo | CIN/A

12. Do all X Numbers awarded to a small business Remarks: ]
vendor contain the small business certification from B Yes | O No | [JN/A | Seeremarksatbotlom of page.
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 | | Remarks:
Drug Free workplace certification for X Number CvYes | XANo | [JN/A | Seeremarks atbotiom of page
vendors?

14. Do emergency service X Numbers documentand | Remarks:
justify the emergency? XYes | (JNo | [INA

15. Is the itemized invoice for each X Number service Remarks:
maintained in the command'’s files? M vYes | [ONo [[ON/A

2. Because the STD 204 is valid for a period of 3 years, a duplicate copy for an individual
vendor/service provider was not previously attached to any subsequent documentation.
Following the Oct. 2008, procurement training, the Command has implemented a suspense
system and attaches a copy of the STD 204 to all individual X number file documents.

12.The Small Business Certification is valid for a period of one year and was not previously attached
to each individual record. Following the Oct 2008, procurement training, a copy of the
certification has been attached to each individual record.

13.A STD 21 was not previously attached to each individual record. Following the Oct. 2008,
procurement training, the Command has implemented a suspense system and attaches a copy of

the STD 21 to each individual record.

CHP 680E (Rev 09-08) ORI 010



STATL OF C/..'FORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapler:
ISU Southern 3
Inspected by: Date:
Sergeant Eric Lee, #12707 12/18/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward 10" enter the next level of command where the document
shall be routed to and its dus date. This document shall be utilized o document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
[} Division Level [X] Command Level

[ Executive Office Level

[] Corrective Action Plan Included
[ Appeal Included
O Attachments Included

Chapter Inspection:

o Forward {o: Commander's Signature: Date:
FellouaupsRcqtiies Southern Division
N/
[ ves No Due Date: SR § esf

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

ontinued training for key personnel.

Standardized tracking spreadsheet for contracts.

| Inspector's Findings:

The Southern Division Special Services Unit administers 22 contracts, all of which were examined. See
attached (Exhibit 1). Exhibit 1 is the Area’s computer file of all contracts administered.

Because the STD 204 is valid for a period of 3 years, a duplicate copy for an individual vendor/service
provider was not previously attached to any subsequent documentation. Following the Oct. 2008,
procurement training, the Command has implemented a suspense system and attaches a copy of the

STD 204 to all individual X number file documents.

The Small Business Certification is valid for a period of one year and was not previously attached to
each individual record. Following the Oct 2008, procurement training, a copy of the certification has

been attached to each individual record.

A STD 21 was not previously attached to each individual record. Following the Oct. 2008, procurement
training, the Command has implemented a suspense system and attaches a copy of the STD 21 o each

individual record.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapter:
COMMAND INSPECTION PROGRAM ISU Southern 3
Inspected by: Date:
E;;(e:Esz]ONS DOCUMENT Sergeant Eric Lee, #12707 12/18/2008
| Commander’s Response: ‘ ]

The Command has established a suspense system to ensure the CHP 317, and STD 21 and 204 are
reviewed and updated at the prescribed time periods. The Command has also developed a
spreadsheet to track contract expenditures and a vendor diary to track vendor activities.

| Inspector’'s Comments:

None.

squired Action

Corrective Action Plan/Timeline

Corrective actions have already been implemented,

CHP GBOA (Rev. 09-08) 01?1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT

Page 3

Command: Division: Chapter:

ISU Southern 3

Inspected by: Date:
Sergeant Eric Lee, #12707 12/18/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature:

Date:

Responding Commander's Signature (for appeal):

Date:

CHP 680A (Rev 09-08) OPI1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT

[Command: [ Division Chapter.d - Command |
! East Log Angeles | Southern _Procurements !
Inspected by: Date: |
_Paul Medeiros 12/04/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
[] Division Level [X] Command Level

[[] Executive Office Level

[J Corrective Action Plan included
] Appeal Included
[C] Attachments Included

Follow-up Required Forward to

] Yes No

Due Date:

Chapter Inspection: Three — Command Procurement

Inspector's Comments Regarding Innovative Practices:

Commang er's Signature:

No innovative practices were observed.

| Command Suggestions for Statewide Improvement:__

None.

| Inspector’s Findings:

The Clerical staff was unaware the packing slips were required to be forwarded with the purchase order
to Fiscal Management Section (FMS). Policy has been reviewed with the staff and all future packing

slips will be forwarded appropriately to FMS.



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

= Command: | Division: [Chapter. |
XCEPTIONS DOCUMENT e i
[TInspected by: | Date: [

|_Paul Medeiros | 12/04/2008 |

Page 2

| Commander's Response: - - -
N/A

[ Inspector's Comments:

Area personnel responsible for procurement management should receive refresher training on annual
basis.

Corrective Action Plan/Timeline

— s 3 —




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
~CEPTIONS DOCUMENT

‘Command: Division:. | Chapter
| East Los Angeles | Southern 13
[ Inspected by: | Date

Paul Medeiros o | 12/04/2008

Page 3

Ap eal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

| Commander’s Basis for Appeal:

N/A

|- _Appeal Revnew{_De_cEQﬁ f_.;(_T{.'l_l'__s"s__p_;_l_Fl_b___e the only level of appeal).
N/A

“Lead Inspecior's Signature: o [ paer

onding Commander's Signature (for appeal);
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL i e e
~OMMAND INSPECTION PROGRAM | &0 | Southon 50 |
SPECTION CHECKLIST “Evaiuaied by o Date: |
Chapter 3, Command Procurements | Sgt. R. Diggins, #14275 11/18/2008 |
Cal-Card Program |'ﬁ§sf§ié&"ia§i: Officer J. Donahue, #16689 | Date:11/13-18/08

INSTRUCTIONS: Answer individual ilems with "Yes” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noled in the inspections shall be commented on via the "Remarks” section. Addilionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or correclive action(s) taken. If this form is used as a Follow-up

Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need fo be re-inspected.

CTYPE OF INSPECTION = l.ead Inspeclor's Signalure:
[] Division Level X Command Level — T
M = . . [l..) " BRI, e me—— -
["] Execulive Office Level [J Voluntary Self-Inspection 3 2
Follow-up Required [ LTFollow-ip Tispeeon | @xgekrsspias~ S
[Jyes  [INo 7ZS ' [ |-
ot dyes  WINO o —_ HE i B
For applicable policy, refer to: HPM 11.2, Chapter 3
1~ Are all employees associated with the use of the Cal- | . _ i
Card program completing the CHP 78S, Conflict of X Yes | [ONo | []NA | Remarks
________Interest Slatement, Employee, form? .
2. Are 8TD. 21 Drug Free Workplace certifications Remarks: Vendors have been
p : PR . ) emarks: nQao
maintained w;lljl_n the Cal Card command file for [ Yes K No | O N/A directed to supply updated ST, 121
each vendor utilized? Drug Free Workplace Certifications.
3. Are STD. 204 Payee Data Record forms maintained o . o -
in the Cal Card command file for each vendor B Yes | [INo | [JN/A | Remarks:
utilized?
4. Are California Integrated Waste Managemeni Board | | eerereaventore htdbesn o
il 1 " emasa Ve g
Form 74 documents maintained for each vendor (JYes | XINo | [CJN/A directed lo provide Waste
utilized? Management Board Form 74

Documenls.

"5 It the vendor is a small business or DVBE is utilized, | | o
is the certification letter from the Departmenl of X Yes | [INo | []N/A | Remacks:
General Services maintained in the file?

"6 When fair and reasonable is utilized, is the fairand | _
reasonable method documented and properly X Yes | [INo | [JN/A | Remarks:
justified?

7. Are purchases splil into mulliple transactions in order | B A
to circumvent transaction purchase limils? [(TYes | BNo | []N/A | Remarks:

"8, Does the CHP 317 Cal Card Log fully describe the | B .
purchase? K Yes | [INo | [ N/A | Remarks:

K vYes | [INo | []NA | Remarks

779, Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices?

CHI? GBOD (1<ev 09-C8) OPL 0L



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

~OMMAND INSPECTION PROGRAM

...SPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

"0, 1s the CHP 317 Cal Card Log properly authorized
and maintained?

"7 11. Are credit invoicesireceipts for returned iterns
maintained with the bank statlement?

document the purchase by listing the commedity,
guanlity, and unit price of the item(s) purchased on
the bank statement.

713, Are Cal Cards maintained in a secure area? |

14 Are Cal Card purchases pre-approved by the
commander?

" 15, Have all cardholders received training on the

Department's procurement processes?

16, Are item(s) purchased with the Cal Card prohibited |

by departmental policy?

Page 2 of 2
IZ! Yes D No D N/A Remarks:
@ Yes D No I___] N/A Remearks:
[CJyes | [INo | [X)N/A | Remaiks
X Yes [ No D N/A IRemarks: o -
| [A Yes CINo | [NA Remarks:
Yes D No D N/A Remarks:
[JYes | I No | [JnN/A | Remarks:

CHP 6830 ey 09-08, OI1010




T

STATE OF CALIFORNIA Command: S:L'::;’:n

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL. (.,entral LA, | SOEem
Ew.iualod by

DMMAND INSPECTION PROGRAM

wwSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

| Sgt.

R. Diggins, #14275

Assisted by Officer J. Donahue. #16689

Page 10f 3
590
e _I

11/18/2008
Date 11/13-18/08 J

INSTRUCTIONS: Answer individual ilems with "Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with pohcy
applicable legal stalues, or deficiencies noted in the inspeclions shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documenled on an Exceptions Document and addressed Lo the nexl level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or correclive aclion(s) taken. If this form is used as a Follow-up

inspection, the “Follow-up Inspection” box shall be marked and only v_gi.c.e_(i‘givg_l_j_l_ flems need lo be _re__-insppc_t_ed. ) o

"TYPE OF INSPECTION

[T] Division Level (X} Command Level

(7] Executive Office Leval [C] Voluntary Seli-tnspection

" Follow-up Required:

LlYes  KINo

(] Foliow-up Inspection
For applicable poticy, refer to: HPM 11.2, Chapter 7

command level familiar with the related policies and
procedures for purchasing?

2. Have Approvers/reviewers of purchases received
procurement training?

1. Are participants in the procurement process atthe |

Lead inspeclor's Signature:

e

e

"3 Are prohibiled items procured on CHP 43, Purchases
Requisitions?

» Supplies for personally — owned equipment
* Commodities for personal use

¢ Confirming order

¢ Purchases via the internel

4. Are separale CHP 43s, Purchase Requisitions, |

prepared for commodily items obtainable from
different suppliers or from differenl statewide
commedity contracts?

" 5. Is all required information entered on the CHP 43,
Purchase Requisition?

6. Are the CHP 43, Purchase Requisitions, numbered |

consecutively, starting anew at the beginning of each
fiscal year (July 1)?

7. Are expediled requests for the purchase of goods
forwarded to the Assistant Commissioner Staff, for
approval?

“Com, 1a§s Signalure: e e
‘/ﬁ Ly | /-/5-0)
X Yes | [INo |[JNA | Remarks
Yes ONo | [CIN/A Remarks:
[JYes | INo |[JN/A | Remarks.
X Yes | [JNo |[]N/A | Remarks.
X Yes CINo | CIN/A Remarks:
K ves | [JNo |[JNA | Remarks:
K Yes | [(INo | [ N/A | Remarks:

CHl? §85C (Rev 0:0G8: OPLO0




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

"OMMAND INSPECTION PROGRAM
uvSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases

78, Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

9 Are the CHP 43, Purchase Requisitions,
competitively bid?

"710. Does the CHP 315, Price Comparison Worksheet, |

document at least two price quotations?

711, Are Limited Competitive Bidding purchase requests

that limit-or restrict the purchase lo one specific
brand or model justified and in compliance with SAM
35557

12. Are Limited Competitive Bidding purchase requests
for items thal interface with existing departmental
equipment in compliance with SAM 3555.37

13. Do Non-Competitive Bid (NCB) purchase requests

contain the NCB justification and NCB Corrective
Action Plan documents?

X ves

Page 20of3

I No

X Yes

X Yes

[J No

Remarks:

Remarks:

[ No

Remarks:

X Yes

X Yes

[J No

Remarks:

(I No

(O] /A

Remarks:

X Yes

[JNo

] A

Remarks:

14 Are items checked immediately for content and
damage when delivered?

15. Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipl, if all items are
accepled?

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

17. Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

718. Is the original “received copy” relained by the ||

command for completion and forwarding to the FMS
... when the complete shipment is received?
19.

acknowledged on the freight bill by the carrier's driver

before being accepled?

C11P? 680C tKey 09-08; OP1010

X Yes

Yes

[JNo

[ NA

Remarks:

[C1No

[ NIA

Remarks:

Are Damaged items delivered by common carrer

CINA

Remarks:

[ NIA

Rematks:

I N/A

Remarks

[J NA

Remarks:




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

“OMMAND INSPECTION PROGRAM

wSPECTION CHECKLIST
Chapter 3, Command Procurements
Furchases

20 Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either X ves | [INo
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item. if it is
determined thal a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

721, Are open purchase orders periodically reviewed and |
investigated to ensure the orders are not opened for P yes | [INo
an unreasonable length of time. (SAM 8422.0)

~ 22. Are copies of the purchase requisitions and purchase |
orders maintained for three years after payment? X Yes | [INo
(SCM Vol. II, Ch. 11, Topic 4)

" 23 Are decisions documented to creale a paper trail |
documenting the basis of the decisions made forthe | X Yes | [JNo
purchase? (SCM Vol Il Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the [JYes No
Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)

CHP B8OC (Rev 09:08; OPLOYG

Page 30of3
D N-’A Remarks
D N/A Remarks
D N/A Remarks.
[_—_l N/A Remarks:
D N/A Remarks.




STATE OF CALIFORNIA

Page 10f2

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL "Command:

"Fi\?ision:
CONMAND INSPECTION PROGRAM | Central LA. | Southem

“Evaluated by

- SPECTION CHECKLIST
wnapter 3, Command Procurements
X-Number Program

Number:
580

! Sgt. R. Diggins, #14275

| Date:

11/18/2008

['Assvlslé'&“b‘ir “Olficer J. Donahue, #16689
!
i

Date:11/13-18/08

INSTRUCTIONS: Answer individual items with “Yes” or “No" answers, or filt in the bianks as indicated. Any discrepancies wilh policy,
applicable legal stalues, or deficiencies noled in the inspeclions shall be commented on via the "Remarks” section. Additionally. such
discrepancies andfor deficiencies shall be documented on an Exceplions Document and addressed to the next level of command.

Furthermore, the Exceplions Document shall include any follow-up and/or corrective action(s) taken.

If this form is used as a Follow-up

Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected: |

TTYRE OF INSPECTION

| ] Division Level (X} Command Level
[] Executive Office Level [ Voluntary Self-Inspection
"~ Follow-up Required: | [ Follow-up Inspection

For applicable policy, refer to: HPM 11.1, Chapter 23

1y

Lead Inspector's Signalure:

S

e —— e

T

)
Commanc :_r"s"s_i'sﬁ'a'lii'r'é':' o o
;B:SS&/(M% L— Lr| /- 09

1" Are multiple X Numbers awarded to the same vendor
to circumvent the $4,989 contract limit?
"5 Does all X Number file documentation contain the
STD. 204 Payee Data Record?

3 Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

T4 Are X Number requests made prior to the dale the

services are performed?

5. Are X Numbers issued for a one-lime use?

T 8. TAre prohibiled services performed usingan X
Number?

7 Are X Numbers used for the procurement of a

service and not the purchase of a commodily?

T8 Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1.000
have prior approval from I-acilities Section?

10. Do X Numbers issued for lapsed contraciual

agreements have prior approval by the appropriate
Assistant Commissioner?

CIP? 6801 {Rew 09-08) P0G

(] Yes No | [ N/A Remarks:
B Yes | [INo |[JnA | Remarks:
Yes CINo | ONA Remarks:
Yes | [JNo | JN/A Rermarks:
| RyYes | CINo | [JN/A Remarks: |
[Jves X No | [JNA Remarks.
B Yes | [ONo |[JN/A | Remarks:
[Cves | BANo | [ NA Remarks:
5 Yes | [JNo | [IN/A | Remarks:
K vYes | [INo | [JNA Remarks:



Page 20f2

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL.

COMMAND INSPECTION PROGRAM

SPECTION CHECKLIST
wnapter 3, Command Procurements
X-Number Program

“T31 Do all X Numbers awarded (o a non-small business | meme——e
vendor contain three price quotations? X Yes | [INo | [JNA | Remarks.
12 Do all X Numbers awarded to a small business | | _ T
vendor cantain the small business certification from Yes | [INo | [JN/A | Remarks:
the Department of General Services (DGS)?
"33 Does the file documentalion contain the STD 21 | 1 - ]
Drug Free workplace certification for X Number K Yes | [JNo | []N/A | Remarks
vendors?
14 Do emergency service X Numbers document and ' I T T
justify the emergency? B Yes | [ONo |[JwA | Remarks
“157is the itemized invoice for each X Number serviee | | “____.._______.__*.....,...__.___.-.. =
maintained in the command's files? Yes | [ONo | [N | Remarks:

CHiP GBOL (Rev 09-08) 0PI 010
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STATE OF CALIFORNIA

DEPARTMENT OF GALIFORNIA HIGHWAY PATROL “Command: Ew—lf:njm ‘ ) g‘;?befi
“OMMAND INSPECTION PROGRAM | Central L. A, | P50 e
iwSPECTION CHECKLIST Sgt. R. Diggins, #14275 11/18/2008
Chapter 3, Command Procurements “Assisted by T Date:
Contracts Offiggr__J. Donah_ue. #16689 11/13-18/08_

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies wilh policy,
applicable legal stalues, or deficiencies nofed in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceplions Document and addressed to the next level of command.
Furhermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. if this form is used as a Follow-up
Inspection, the "Follow-up Inspeclion” box shalt be marked and only deficient ilems need lo be re<inspected.

TYPE OF INSPECTION Lead Inspeclor's Signature:

[] Division Level [X] Command Leve! g
tﬂ"__:) .{5 :"“_‘I-; S —

L] Executive Office Level [] voluntary Self-Inspection
“Follow-up Required: | LJ Follow-up Inspection

For applicable policy, refer to: HPM 11.1, Chapter 22

i iﬁ- doer's Signature: i Dater
7%'6/(,&44 Lo L5 | 1009
i / - ’

c

~717 T8 & CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of | (& Yes | [ONo | CIN/A Remer
the estimated dollar value?

5 jsa CHP 78 Contract Request used for one-time B
services exceeding $4,999.997 Yes | [ONo | [IN/A | Remarks

T3 s the Office of Primary Interest (OPI) tracking

numbering beginning with the requesting command X Yes | [INo | [JNA | Remarks:
three-digit location code used, followed by "CP" for
contract payable listed on the CHP 787

7747 7is the performance of contract services monitored ) o

and documented? Yes | [INo | I NA | Remarks:

"B, Are all copies of correspondence with the vendor |

maintained? B vYes | [(ONo |[JNA Remarks

778 Are letiers for contracts documented and maintained _1__._. i . _
which outline any problems related to substandard or | [X Yes | [JNo | [JN/A Remearks:
non-performance of the vendor?

TTF T Is {he final product to be délivered descrived | o
specifically and in as much detail as possible in the K Yes | [JNo |[JN/A | Remarks:

CHP 787

8. Are all required levels of approval/signature obtained, | S R -
including the required documentation and approvals | [ Yes | [JNo [ I N/A Famans:
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7

CHIP GBOF (Rov §4-08) ORI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

IVIMAND INSPECTION PROGRAN

inSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

53

“Are requests for contract services less than six

months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[ N/A

Page 2 of 4

Remarks:

Is all work completed and accepled by the
Department before expiration of contract agreement?

quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

substantiate expenditures for work performed and to
prevent penalties being assessed?

13 Aré contract expenditures monilored to ensure there

are sufficient funds to pay for all services rendered
as required by contract?

"7 11, Are contradt services performed according (o the |

777 12, Are invoices for payment reviewed and approved to |

i
t
{

I N/A

Remaiks:

] NA

Remarks

[ No

L] N/A

Remarks:

[ No

(] /A

Remarks:

714 Does the requestor verify the contractor has fulfilled

all requirements of the contract before approving the
final invoice?

"5 1s the final invoice identified and approved, as

appropriate and forwarded to Fiscal Management
Section for payment?

completed?

720, Are contract amendment request dollar amounts
. Increased more than 30%7%

sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediale action to
mitigale the loss or impairment of life, health,
property, or essential public services?

"7 18, Are all employees associated with the management

of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

~ 19, Are problems concerning the contractor’s |

performance fully documented in writing and made a
part of the contract manager's contract file?

17. Do emergency contracts document and justifya |

[J No

[JNA

Remarks:

[T N/A

Remarks:

Yes

[ N/A

Remarks:

X ves

X Yes

X Yes

(LI N/A

Remarks:

LI NA

Remarks:

[ N/A

Remarks:

CHP GBOF 1Rey £8-08) OPI10C

| [Yes

[ N/A

Remarks.




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL.

~ INMIMAND INSPECTION PROGRAM

1sSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

more than one year?

~ 237 Are amendments requested before the expiration of

the original contract?

initiated for any commercial meeting/conference

room rental which is expected to exceed $4,999.99 in

total cost?

per day limit have pre-approval from Assistant
Commissioner, Staff?

35, Are California Department of Justice (DOJ) and

Federal Bureau of Investigation (FBI) fingerprint

23 Is a service contract on a CHP 78, Contract Request |

] N/A

Page

Remarks:

Remarks

3of4

[ Yes

Yes

(1 No

[ Ne

[C] No

X N/A

Remarks: None rented.

Remarks: None rented.

Remarks:

checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
{2) Helicopler Maintenance and Repair
(3) Instruclor Services (on-site)

(4) Janilorial Services

(5) Consulting Services

26. Is a driver license check conducted for, bul not |
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days

Remarks:

Xvyes | [JNo |[INA

(1) Alarm and Fire Alarm Moniloring

(2) Camera Maintenance and Repair

(3) Carpet Installalion

{4) Diesel Generalor Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Mainlenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arls Equipment Maintenance and Repair
(10) Heating. Ventilalion, and Air Conditioning Service
(11) Laundry/Linen Service

{12) Office Machine Mawntenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Mainlenance and Repaii

(16) Steam Cleaning Services (Carpel, not sczles)
(17) Telephone Services (cellular, sateliite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruplible Power Supply Manienance and Repair

CHP G80I- (itov §4-08) 0PI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

“OMMAND INSPECTION PROGRAM

+#SPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the conlract number for retention after
Commander review?

Is CSU advised by the command to delermine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

. Are all nvoices, records, and relevant documentation |

maintained for three years after the final payment of
the contract?

TIs a log sheet maintained for a diary of activities

related to the contract?

K ves

X Yes

[J No

Page 4 of 4

Remarks

[ Neo

[ N/A

Remarks

X Yes

LI N/A

Remarks:

X Yes

CINA

Remarks:

31.

“"32 Ts a spreadsheet prepared listing all expenditures? |

Is a computer file prepared for ali contracls
administered?

X ves

] Yes

CINA

Rermarks:

I NA

Remarks:

33

"ls the notification to the contractor documented for

the start date for services to begin?

X Yes

L1 N/A

Remarks:

34,

Tl e ST S e e e R
. Is the coniracior contacied to dele
(6]

T3

T36

38

ntra ; all invoices
have been received in order to oversee the

complelion of the contract?

Do consultant services conlracts of $1,000 of more |

contain detailed performance crileria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3 02.1)

“Bos the contract file contain the STD 4 Conlractor

Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

™ Yes

[] Yes

(] Yes

(1 N/A

Remarks.

& N/A

& N/A

“Does Contract work only begin afler approval of the

final contract? (SCM Vol. 1, Ch. 4. Seclion 4.09)

“Are the requirements for Government Code Section |

19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

39

- Ch. 4, Section 4.09)

“Are any contract payments made prior to the final

approval and execution of the contract? (SCM Vol. |,

CHP GBI {IRev 0%-08) 011016

B Yes

X Yes

[] Yes

Remarks: None

Remarks: None.

Remarks:

Remarks:

Remarks:




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA FIGHWAY PATROL

CONMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be lyped. Check app
number of lhe inspection in the Chapler Inspeclion number. Under

[ Command
Central LA.
Inspected by:

Sergeant R. Diggins, #14275

“TDwisien. | Chapter.
Southern 3

e 1~
11/18/2008

ropriale boxes as necessary, or fillin the blanks as indicated. Enler the chapter
"rorward to:” enter the next level of command where the document

shall be rouled 1o and ils due date. This document shall be utilized to document innovalive practices, suggestions for statewide

improvement, identified deficiencies, correclive action pl

ans, and may be used lo appeal findings. A CHP 51 Memorandum may be used if

TYPE OF INSPECTION
[] Division Level [X) Command Level

7] Executive Office Level

Foliow-up Required:

Forwardto:

] Yes X No

Due Date:

[] Corrective Action Plan Included
(T] Appeal Included

(] Attachments Included
CemmpBhder's Signalure:

None.

[Inspector's Findings: __

Chapter 3, Command Procurements Cal-Card Program:

S —

2. STD 21 Drug Free Workplace certifications for vendors were not located. Effective
immediately, vendors will be directed to complete the STD 21 when utilized.

4. California Integrated Waste Management Board form 74 documents were not located.
Effective immediately, vendors will be directed to complete the required form 74 when utilized.

All other findings were in compliance with departmental policies and procedures.

CHP 680/ {Rev 08-08; OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL,

COMMAND INSPECTION PROGRAM Command: Division ']"5""-'*"’_"-‘“"'"'"'""
Centrai L. A Southem“ o 3 i _—
EXCEPTIONS DOCUMENT e Bais

11/18/2008

age 2 Sergeant R. Diggins, #14275

| Commander's Response:

spector's Comments:

| (J_orrectlve Actlon Plan/TlmeIme o
Corrective actions for the aforementioned procedures have been implemented immediately.

CHI? 689/ (Rev 09-08) OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL e e ] ‘ T

COMMAND INSPECTION PROGRAM Central LA, | Sounen ;

Enge:%PTIONS POCUMENT Sergeanyt R. Diggins, #14275 1111812008

[ Commander's Basis for Appeal: ..

[ Appeal Review/Decision: (This shall be the only level of appeal).

" t’i“ ;ST I, NP E——
] ‘--.:) 7 oy

| Responding Commander's Signature (for appeal).

Date:

Cril* 680A {Rev 09-08) 011010



Page
STATE OF CALIFORNIA S I
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Comman.d: Division: o Number:
“IMMAND INSPECTION PROGRAM | Castaic . F. | SeutremBlsion

Evaluated by: Date:

nsSFECTION GHECISLIST Suzanne Torres, OSSI 12/26/2008
Chapter 3, Command Procurements Assisted By: : — 1 Dae
Contracts

10f4

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up

TR

TYPE OF INSPECTION

[C] Division Level Command Level

[] Executive Office Level [] Voluntary Self-Inspection

Lead Inspector's Signature:

TS R

Follow-up Required: [ Follow-up Inspection

 [lyes  [XINo

For applicable policy, referto: HPM 11.1, Chapter 22

Commanders Si natures—
: _._—-——-—Q___, "z

1. Is a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time
services exceeding $4,999.99?

Is the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787

" s the performance of contract services monitored
and documented?

Are all copies of correspondence with the vendor
maintained?

Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

" Is the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?7

e

of

Remarks:

Remarks:

Yes

Yes

X Yes

X Yes

Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A?

CtIP 6BOF {Rev 039-08) OP1010

X Yes

Remarks:

Remarks

Remarks

Remarks:




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

~“ IMMAND INSPECTION PROGRAM

1eSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

]

~Are requests for contract services less than six

months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

"12. Are invoices for payment reviewed and approved to |

11. Are contract services performed according to the

Department before expiration of contract agreement?

quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

substantiate expenditures for work performed and to
prevent penalties being assessed?

13. Are contract expenditures monitored to ensure there

are sufficient funds to pay for all services rendered
as required by contract?

14. Does the requestor verify the contractor has fulfilled

16. Are all applicable form sections of the CHP 78 B

all requirements of the contract before approving the
final invoice?

" 15. Is the final invoice identified and approved, as

appropriate and forwarded to Fiscal Management
Section for payment?

completed?

~17. Do emergency contracts document and justify a

18. Are all employees associated with the management

19. Are problems concerning the contractor's

sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

performance fully documented in writing and made a
part of the contract manager's contract file?

20. Are contract amendment request dollar amounts

increased more than 30%7

C1iP BBOF (Rov 09-08) OPI 010

X Yes

™ Yes

[1VYes

Page
D No D N/A Remarks:
D No D N/A Remarks:
D No D N/A Remarks:
[___] No D N/A Remarks:
D No D N/A Remarks:
D No D N/A Remarks:
D No D N/A Remarks
D No D N/A Remarks:
D NO & N/A Remarks:
D NO D N/A Remarks:
D No D N/A Remarks:
D No @ N/A Remarks:

20of 4




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

“OMMAND INSPECTION PROGRAM

1w .SPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

21, Is the length of the contract amendment request

22 Are amendments requested before the expiration of
the original contract?

more than one year?

23. |s a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

24,

Do conference room rental costs exceeding the $500 |
per day limit have pre-approval from Assistant
Commissiconer, Staff?

[ ] Yes

L] Yes

[7] Yes

[] Yes

25.

Are California Department of Justice (DQJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of

the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(6) Consulting Services

X Yes

26.

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Mainlenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

CHP 680F (Rev 09-08) OP1010

X] Yes

[ 1 No

X N/A

X N/A

X N/A

N/A

(I N/A

LI N/A

Page 3of4

Rernarks:

Remarks:

Remarks:

Remarks:

Remarks:

Janitorial contract for Castaic is
through the Newhall Area office,

Remarks




STATE OF CALIFORNIA
‘DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

~IMMAND INSPECTION PROGRAM

n+oPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

. Is CSU advised by the command to determine if -

adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

X Yes

X Yes

I No

[INo

Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X Yes

] No

s a log sheet maintained for a diary of activities
related to the contract?

X Yes

[ ] No

. Is a computer file prepared for all contracts

administered?

Yes

.Isa spreadsheé_t prepared listing all expenditures?

Yes

(] No

[J No

L] N/A

L1 N/A

(] N/A

LI N/A

L1 N/A

Page

Remarks:

Remarks:

Remarks:

Remarks:

Remarks:

I N/A

Remarks:

33, Is the notification to the contractor documented for

the start date for services to begin?

. Is the contractor contacted to determine if all invoices

have been received in order to oversee the
completion of the contract?

| 37. Does Contract work only begin after approval of the

38.

=5

Do consultant services contracts of $1,000 or more

contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

. Does the contract file contain the STD. 4 Contractor

Evaluation form for consultant contracts?
(SCM Vol. !, Ch. 3, Section 3.02.5)

final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol |,
Ch. 4, Section 4.09)

CHP BBOF (Rev 09-08) OP1 010

™ Yes

X Yes

[] Yes

[]Yes

X Yes

[] Yes

[]Yes

(] No

[INo

] N/A

[ N/A

X N/A

N/A

(1 N/A

D) N/A

LI N/A

Remarks:

Remarks:

Remarks:

Rernarks:

Remarks

Remarks:

Remnarks
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STATE OF CALIFORNIA o -
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command:
Castaic I. F.

COMMAND INSPECTION PROGRAM

SPECTION CHECKLIST
w.apter 3, Command Procurements
X-Number Program

Evaluated by:
Suzanne Torres, OSS|
Assisted by: T

[ Division:

Southern Division

INSTRUCTIONS: Answer individual items with "Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up

Iﬂﬂ)gction, the "Follow-up I_ns&ction" box shall be marked and only deficient items need

e it e

to be re-inspected,

[ TYPE OF INSPECTION

(] Division Level X] Command Level

[ ] Executive Office Level [] Voluntary Self-Inspection

"~ Follow-up Required: [] Follow-up Inspection

Lead Inspector's Signature:

“Commander’
= )

] i

Remarks:

Remarks:
(See attached memo)

Remarks:

Remarks.

Remarks:

Remarks:

Remarks;

Remarks

Remarks:

Remarks: All facility x numbers are
approved through Facilities Section

For applicable policy, refer to: HPM 11.1, Chapter 23
" 1. Are multiple X Numbers awarded to the same vendor | T 1
to circumvent the $4,999 contract limit? (OYes | XNo |[INA
" 2. Does all X Number file documentation contain the o T
STD. 204 Payee Data Record? Ovyes | R No |CINA
3. Do X Numbers requiring a contract (i.e., janitorial or o o
landscaping) have prior approval from the Business Yes | (ONo | [IN/A
Services Section commander?
4. Are X Number requests made prior to the date the I
services are performed? XK yes | [INo |[[INA
5. Are X Numbers issued for a one-time use? ] ' N
. - . | KYes | [INo |[JN/A |
6. Are prohibited services performed using an X
Number? dYes | XINo |[CJNA
~ 7. Are X Numbers used for the procurement of a I N
service and not the purchase of a commodity? Xvyes | [CINo |[JNA
8. Are X Numbers issued for telecommunications N a
related services pre-approved by [JYes | [No |[XINA
Telecommunications Section?

" 9. Do X Numbers used for facilities related services - I ki
(such as roof repair, electrical) costing over $1,000 [JYes | [INo N/A
have prior approval from Facilities Section?

~10. Do X Numbers issued for lapsed contractual T - —f
agreements have prior approval by the appropriate X Yes | [ONo |[IN/A
Assistant Commissioner?

CHP 680F (Rev 09-08) OPI010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

SPECTION CHECKLIST
w.apter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business

vendor contain three price quotations?

"12. Do all X Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

justify the emergency?

15, Is the itemized invoice for each X Number service
maintained in the command's files?

Yes

Yes

(] Yes

X Yes

X Yes

CINo | CINA
O No | CINA
X No | [JNA
CINo | CINA
(INo | ONA

CHP 680E (Rev 09-08) OPI1 010

Page

Remarks:

Remarks:

Remarks:
(See attached memo)

Remarks:

Remarks:

20f2
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL : - o I
Number:

~OMMAND INSPECTION PROGRAM | 70 | = | S0l pivsion

"3PECTION CHECKLIST Evaluated by, —  [pae .
Chapter 3, Command Procurements Suzanne Torres, OSSI 12/26/2008
Cal-Card Program Assistedby: ~ | Dater

INSTRUCTIONS: Answer individual items with “Yes” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of cormmand.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up

lpspegtrion,_ the "Follow-up lnspection" box shﬁall be rgga{ked_ and only deﬁc[ent items need toﬁre-inspepted o I
TYPE OF INSPECTION Lead Inspector's Signature:
A
[ ] Division Level > Command Level S o
N 7 / N ale=T)
, : . o ) Je A AL /A
(] Executive Office Level ] Voluntary Self-Inspection pU '\\) -
" Follow-up Required: | L] Follow-up Inspection | Commanders Signatwre™ _, ~ [ Date

_ Ddyes [INo | L . | #7000

M— e S— -

For applicable policy, refer to. HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of X Yes | [ONo |[JN/A | Remarks Recenty EqNasicd by
_Interest Statement, Employee, form? i I T
2. Are STD. 21 Drug Free Workplace certifications S
maintained within the Cal Card command file for []Yes No | [LIN/A (Seee attached memo)
each vendor utilized?

~ 3. Are STD. 204 Payee Data Record forms maintained

[ ' Remarks:
'untilti?z;a] Card command file for each vendor (OYes | X No |[INA (520 attached mema)

4. Are California Integrated Waste Management Board | O | i T
Form 74 documents maintained for each vendor K ves | [[IJNo | [INA Ri;\“afrf’,‘s' Fo"”lzess are received
utilized? with office supplies.

is the certification letter from the Department of X Yes | [JNo |[JN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the farand | '
reasonable method documented and properly X Yes | [INo |[JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order P pe—
D N/A Remarks:

to circumvent transaction purchase limits? [JYes [ X No

~ 8. Does the CHP 317 Cal Card Log fully describe the T .
purchase? Yes | [INo | [JNA | Remarks:

9. Are bank statements reconciled with the CHP 317 R
Cal Card Log and the receipts/invoices? X Yes

D N/A Remarks,

CHP 680D (Rav 08-08) OPI G110



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

~OMMAND INSPECTION PROGRAM

SPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. Is the CHP 317 Cal Card Log properly authorized |

and maintained?

11.

12.

Are credit invoices/receipts for returned items
maintained with the bank statement?

Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
guantity, and unit price of the item(s) purchased on
the bank statement.

13.

Are Cal Cards maintained in a secure area?

14.

Are Cal Card purchases pre-approved by the

commander?

16.

Have all cardholders received training on the
Department's procurement processes?

16.

Are item(s) purchased with the Cal Card prohibited
by departmental policy?

Page 20f2

Remarks;

Remarks:

_IX Yes [j N-o O N/A
[Z”Yes —D N-c-)_ ] r:J/A
_[Z] Yes l:] No | -[] N/A
_ EE _Yes i il Nc_> _E_I N/A
Yes | [ONo | [IN/A
_dYes 5; h[h]_r\‘I/A
E] Yes | IgNo I-:| N/A

| OSSl's desk.

Remarks:

Remarks:Calcards are locked in the

Remarks:

Remarks: One new card holder has
not received training.

CHP 680D (Rev 09-08) OPI 010




Page 10f3
‘Command: | Division: [ Number
TE OF CALIFORN ;
gEgAR'?I\;ENT S(F)FéAISFORNIA HIGHWAY PATROL Castaic | F. Sou"iem_m'sfm — 5 —
“IJMMAND INSPECTION PROGRAM Evalalenty: =
/26/2008

««SPECTION CHECKLIST Suzanne Torres, 088 12/06/2
Chapter 3, Command Procurements
Purchases - = — = —r———————

INSTRUCTIONS: Answer individual items with "Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next leve! of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
lnspectlon the "Follow V-up | Inspechon" box shall be marked and only ¢ defment items need to be re- mspected

"TYPE OF INSPECTION

[] Division Level Command Level

[ ] Executive Office Level [] Voluntary Self-Inspection

Follow-up Required:

 Dves  bINe

[] Follow-up Inspection

Lead [nspector's Signature:

Pt

%
- '\)

4

I/z'y 7

T

' Commanders&gnalure_ —

L
/”f/

/

For applicabie policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

Yes

Have Approvers/reviewers of purchases received
procurement training?

N |

4 Yes

[C] No

[1No

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

»  Supplies for personally — owned equipment

s« Commodities for personal use

* Confirming order

» Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions,

prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

5. Is all required information entered on the CHP 43,
Purchase Requisition?
"~ 6. Are the CHP 43, Purchase Requisitions, numbered |
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

CHP 680C (Rev 09-08) GPI010

(] Yes

[] Yes

X Yes

X Yes

[]Yes

X No

L1 N/A

[ ]N/A

(1 N/A

X N/A

Remarks:

Remarks:

Remarks

Remarks:

Remarks:

Remarks.

Remarks The area has not needed
to expedited any purchases of goods




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

“ JMMAND INSPECTION PROGRAM

1«3PECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the

35557

(] Yes

Page 20f3

Remarks: The area has not

accepted?

FMS?

before being accepted?

CHP 88CC {Rev 09-08) OP1 010

appropriate Division, and/or OP! approvals? (] No N/A purchased specialized items.
9. Are the CHP 43, Purchase Requisitions, - T T __f_'_
competitively bid? X Yes | [INo | [JN/A | Remarks:

10. Does the CHP 315, Price Comparison Worksheet, B S
document at least two price quotations? X Yes | [INo |[JN/A | Remarks

11. Are Limited Competitive Bidding purchase requests k_ o B
that limit or restrict the purchase to one specific X Yes | [ONo | [IN/A | Remarks:
brand or model justified and in compliance with SAM

12. Are Limited Competitive Bidding purchase requests | o S |
for items that interface with existing departmental X Yes | [(ONo | [JNA | Remarks:
equipment in compliance with SAM 3555.37

13. Do Non-Competitive Bid (NCB) purchase requests . o ) - -
contain the NCB justification and NCB Corrective [(JYes | [ONo |XINA | Remarks.

Action Plan documents?

14. Are items checked immediately for content and [ . ]
damage when delivered? X Yes | [INo | [JN/A | Remarks:

16. Is the “received copy” of the purchase order - W —— -
approved, dated, and forwarded to the Fiscal XYes | ONo |[INA E;”r‘sg;?v'ed hae;:nztc’jrzoi?eo?;h?‘;g
Management Section (FMS), Account Payable Unit, is sent in its place.
within three business days of receipt, if all items are

16. Are freight and/or packing slips attached to the _ - P h;d_ a(;;,m__s!_
received copy of the purchase order and sent to COves | RINo [ CINA | o e an ot L ks

copy of the CHP 43

"17. 1s FMS provided a photocopy of the purchase order - _ o : - ,
and any approved freight or packing slips as X Yes | [ONo |[INA ﬁirgirrﬁa’;'g'grs;fs%ﬁg g e
acknowledgement that a portion of the order has indicating which items have been
been received? received, dated and signed

" 18. Is the original “received copy” retained by the - 1 -

command for completion and forwarding to the FMS | X Yes | [INo | [IN/A | Remarks:
when the complete shipment is received? _ I

19. Are Damaged items delivered by common carrier _
acknowledged on the freight bill by the carrier's driver | X Yes | [JNo | [N | Remarks:




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

~ JMMAND INSPECTION PROGRAM

n«SPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

~ 20. Is Purchasing Services Unit (PSU) notified

~ 21, Are open purchase orders periodically reviewed and

immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

" 22. Are copies of the purchase requisitions and purchase |

orders maintained for three years after payment?
(SCM Vol. Il, Ch. 11, Topic 4)

(] Yes

Yes

B Yes

[JNo

~23. Are decisions documented to create a paper trail

'24. Are purchase orders split to evade competitive

documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

bidding requirements or to circumvent the
Department's delegated purchase authority limits?

X Yes

[]Yes

CHP 680C (Rev 09-08) OP1 010

< N/A

Page 30f3

Remarks:
The facility has never cancelled a
purchase requisition.

Remarks:

Remarks:

Remarks:

Remarks:
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STATE OF CALIFORNIA | Command | Dision | Chaper
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Baldwin Park i Southern 3
COMMAND INSPECTION PROGRAM Inspecled by Date

[_ Sergeant Miles Ingraham | 12/01/2008

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space i§_required T

¢ TYPE OF INSPECTION X Corrective Action Plan Included

| L

i ["] Division Level [X] Command Level M Appeal Included

I [] Executive Office Level (] Attachments Included

L | Forwardto. Commander’s Signature Date
|| Foliow-up Required: Southern Division ) j :_" -

I L Yes X No Due Date:

Chapter Inspection:

. Inspector’'s Comments Regarding Innovative Practices:

The Baldwin Park Area has an Administrative Sergeant that handles the majority of X-number field
related and facility related requests when required. The Office Manager handles clerical related X
number requests and Cal-card purchases. In addition, the Baldwin Park Area has a General Support

officer who is a designated Cal- Card purchaser.

| Command Suggestions for Statewide Improvement:

The Baldwin Park has no suggestions for improvement as the Department has already implemented
ReDS training and scheduled procurement training.

| Inspector’s Findings:
It was discovered that some of the Baldwin Park personnel involved in the procurement process had
received informal procurement training but had not attended formal procurement training, and some of
them were actually reviewers and approvers of documents. Coincidentally, a formal training class was
being scheduled by headquarters personnel for the near future. It is the Inspector's recommendation
that all personnel involved in the procurement process attend the upcoming training session.

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command T Bivision Chapter
Baldwin Park | Southern i 3
Inspected by Date
| Sergeant Miles Ingraham _ | 12/01/2008

Page 2

| Commander’s Response: - ' ;

The Baldwin Park Area concurs with the findings outlined on the Chapter 3 Command Procurements
Exceptions Document.

| Inspector's Comments:

The Inspector agrees with the Commanders response.

equired Action

' Corrective Action Plan/Timeline

All Baldwin Park personnel involved in the Procurement process shall attend the upcoming procurement
training being put on by Headquarters personnel in the near future.

Note: All Baldwin Park personne! involved with X-Numbers, Cal-Cards, etc (reviewers and approvers)
including backups attended Procurement training at LARTMC on February 5, 2009.

CHP 880A (Rev 03-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
=XCEPTIONS DOCUMENT

Command Division Chaplet: |
Ba[qwin Park B Southern - 3 ) . |
Inspected by Date

Page 3 Sergeant Miles Ingraham 12/01/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

. Commander’s Basis for Appeal:
N (A

| Appeal Review/Decision: (This shall be the only level of appeal).
N A

CHE 680A (Rev 09-08) OPI D10



Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected -
| TYPE OF INSPECTION - Lead |ns;;uc-l§:'s ignature - o
7
I [] Division Level X Command Level
I 72 S
| [] Executive Office Level (] Voluntary Self-Inspection e
phure Date

|
[
I
i

l

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

iPECTION CHECKLIST '
CLnapter 3, Command Procurements
X-Number Program

INSTRUCTIONS. Answer indwvidual items with "Yes” or "No” answers, or fill in the blanks as indicated. Any discrepancies wilh policy,
applicable legal statues, or deficiencies noted In the inspections shall be commented on via the “Remarks” section Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command

F urthermore, the Exceptions Document shall include any follow-up and/or corrective aclion(s) taken. If this form is used as a Follow-up

Command:
| Baldwin Park
Evaluated by
Sgt. M. Ingraham
’ AsSisted by -

_Sgt. H. Castillo

Dwision
| Southern

Page

10f2

Number

L ENPE

Dale

12/01/2008

| Date’
' 12/01/2008

! .

0

)

Follow-up Required:
[Yes

["] Follow-up Inspection

< No

For applicable policy, refer to. HPM 11.1, Chapter 23

1.

iad

5

" Are X Numbers 1ssued for lelecommunications

Are multiple X Numbers awarded to the same vendor

to circumvent the $4,999 contract limit?

Does all X Number file documentation contain the
STD. 204 Payee Data Record?

Do X Numbers requiring a contract (i e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

Are X Number requests made prior to the date the
services are performed?

" Are X Numbers issued for a one-time use?

Are prohibited services performed using an X
Number?

‘Are X Numbers used for 'the.‘bﬁcﬁr—ement ofa
service and not the purchase of a commodity?

related services pre-approved by
Telecommunicalions Section?

"Do X Numbers used for facilities related services

(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

"Do X Numbers issued for lapsed contractual

agreements have prior approval by the appropriate
Assistant Commissioner?

Tl GRGE (Rev 09 081 OI0I0

X No
[ No

[ No

[ INo

(] No
& No

[] No

[] No
[ ] No

[ ] No

r.

LI NA
(] N/A

] NIA

LINA

1 NIA

[IN/A
[T NIA

CINA

I NA

[] N/A
|

Remarks

Remarks

Remarks

Remarks

Remarks

Remarks

Remarks

Remarks

Remarks

Remarks

1\/}/&6



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
YPECTION CHECKLIST

Lnapter 3, Command Procurements

X-Number Program

11 Do all X Numbers awarded to a non-small business
vendor contain three price quotations?

12 Do all X Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21
Drug Free warkplace certification for X Number
vendors?

14. Do em'erge'ncy service X Numbers document and
justify the emergency?

15. Is the itemized invoice for each X Number service
maintained in the command's files?

CHIP 680t {Rev 09-08) OP[ 010

l
Yes

| X Yes

Yes

(] No

[JNo

[ No

[1No

(] No

[ ] N/A

LIN/A

[ N/A

{ LI NIA

L1 NA

Page 20f2

Remarks
If not, justification box 1s
completed.

Remarks

Remarks:
Yes. Only after original use of

vendor.

Remarks

Remarks



STATEE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

~“MMAND INSPECTION PROGRAM | &omme | Dision
. Baldwin Park | South
.. .3PECTION CHECKLIST | ety | Southern
Chapter 3, Command Procurements | Sgt. M. Ingraham
| =gt Wl. Ingranarr
Cal-Card Program | Assisted by
| Sgt. H. Castillo

Page 1of2

_iNumber i ] )
el AT N2

Date

12/01/2008

Date

12/01/2008 |

INSTRUCTIONS Answer individual items with "Yes" or “No" answers, or fill in the blanks as indicated Any discrepancies wilh policy,
applicable legal slatues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section Additionally, such
discrepancies and/or deficicncies shall be documented on an Exceptions Document and addressed to the next level of command

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken
Inspection, the “ffgllpyy_—up Inspection” box shall be marked and only deficienl it_ems need to be re—inspec_ted

If this form is used as a Follow-up

| TYPE OF INSPEC TION
|

]' ] Division Level (<] Command Level

i [ ] Executive Office Level

|~ Foliow-up Required:
I [ ] Yes [XI No

| For applicable policy, refer to: HPM 11.2, Chapter 3

[ TJ Follow-up Inspection

1 Are all employees associated with the use of the Cal-

Card program completing the CHP 78S, Conflict of

[Interest Statement. Employee. form?

2 Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

3 Are STD 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
i utilized?

4. Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

5 Ifthe vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file? |

8 When fair and reasonable Is ulilized, is lhe fair and [
reasonable method documented and properly :
Justified? |

|
. 7 Are purchases split into multiple transactions in order |
to circumvent transaction purchase limits?

8 Does the CHP 317 Cal Card Log fully describe the

purchase?

9 Are bank statements reconciled with the CHP 317

(7] Voluntary Self-Inspection ‘,‘//zf.

Cal Card Log and the receipts/invoices?

Lead Inspeclo,

Cofimadder's Signalure

(A Yes

7] Yes

X Yes

X< Yes |

[]Yes

Signature

[ ] No (I NIA
[JNo | [ NA
[ No ) NIA
No | [ JN/A

| ] No :DNIA

|

Remarks

Remarks

On file with 78x files and
vendor lists

Remarks
On file with 78x files and
vendor lists

Remarks

Remarks

DNO -IDN//-\ Remarks
|

4 No ]I[;]N/A
l
[JNo |[INA
[INo | (INA

—

Remarks

Remarks

Remarks



STATE QF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

~OMMAND INSPECTION PROGRAM
.. .oPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

10.

11

12

13.

14

“Is'the CHP 3717 Cal Card Log properly authorized

and maintained?

Are credit invoices/receipts for returned items
maintained wilh the bank statement?

Do non-itemized purchase receipts/invoices
document the purchase by listing the cornmaodily,
quantity, and unil price of the item(s) purchased on
the bank statement.

Are Cal Cards maintained in a secure area?

Are Cal Card purchases pre-approved by the
commander?

Have all cardholders received training on the
Department's procurement processes?

“Are item(s) purchased with the Cal Card prohibited

by departmental policy”?

GHP 680D (RRev 09-08) OP1 010

[ Yes

Bd Yes

[ ves

4 Yes

¥ Yes

X ves

[1Yes

[]No

[INo

[T No

[] No
(] No

1 No

X No

| [ ] NA

LINiA

L] N/A

(L] N/A

L] NA

CINA |

[CINIA |

Page

Remarks
Remarks

Remarks:

Remarks

Remarks

Remarks:

Remarks:

2 of 2




' TYPE OF INSPEC 110N

|
|

|
|
|

i

|
|

Page 10f3

t

Command. Division Number

STATE OF CALIFORNIA .
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL _@éﬂdWl n Pa I;ku _SQU@EFH B

IMMAND INSPECTION PROGRAM | Bveatedoy

Sgt. M. Ingraham 12/01/2008

) I.'jale' ‘

INSPECTION CHECKLIST ity e Fome
Chapter 3, Command Procurements Sat. H. Castillo 12/01/2008 ‘
Purchases i o

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section Addilionally, such
discrepancies and/or deficiencies shall be documented on an Exceplions Document and addressed lo the next level of command
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken I this form is used as a f-ollow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected

| — O i e

b AL 1

‘ leaaij[}s_lnecl S's Signature
[] Division Level (Xl Command Level Ve

[ ] Executive Office Level (] Voluntary Self-Inspection |

Follow-up Required: [ gmmanyer's Si
[[]Yes X No [] Follow-up Inspection

Date
plsle

For applicable policy, refer to: HPM 11.2, Chapter 7

anawd
1. Are participants in the procurement process at the ' _ o
command level familiar with the related policies and | (4 Yes | [JNo | []N/A | Remerks
procedures for purchasing?

2 Have Approversireviewers of purchases received

procurement training? M ves | [INo |[INA Remarks
3 Are prohibited items procured on CHP 43, Purchases N
Requisitions? [] Yes X No | [NA emarks

» Supplies for personally — owned equipment
s« Commodities for personal use

+ Confirming order

« Purchases via the internet

4 Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from | Yes | [INo |[Jnia | Remarks
different suppliers or from different statewide
commodity contracts?

Is all required information entered on the CHP 43, B
Purchase Requisition? [ Yes | [INo |[JNA | Femerks

(&3]

consecutively, starting anew at the beginning of each X Yes [(INo | [ INA Remarks
fiscal year (July 1)7

7 Are exﬁédﬁéd réq_uésts for theAburEhéseﬂéfE;BbE B B
forwarded to the Assistant Commissioner, Staff, for (Jves | [INo | INA Remarks _
approval? No expedited requests




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

YMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

=

S

Do specialized items purchased contain the
appropriate Division, and/or OP| approvals?

‘Are the CHP 43, Purchase Requisitions,

competitively bid?

10 Does the CHP 315, Price Comparison Worksheet,

document at least two price quolations?

11, Are Limited Competitive Bidding purchase requests

that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

12. Are Limited Competitive Bidding purchase requests

for items that interface with existing departmental
equipment in compliance with SAM 3555.37

13. Do Non-Competitive Bid (NCB) purchase requests

contain the NCB justification and NCB Corrective
Action Plan documents?

damage when delivered?

15, Is the "received copy” of the purchase order

approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

16 Are freight and/or packing slips attached to the

received copy of the purchase order and sent to
FMS?

17 Is FMS provided a photocopy of the purchase order

and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

18 Is the original "received copy" retained by the

command for completion and forwarding to the FMS
when the complete shipment is received?

19 Are Damaged items delivered by common carrier

acknowledged on the freight bill by the carrier's driver
before being accepted?

Yes
Yes

{ X Yes

Yes

X Yes
[]Yes

X Yes

X Yes

X Yes

X Yes

X Yes

Yes

[ JNo

[1No

[ No

[ ] No

[ No

[ No

(] No

[.1No

[ No

(] No

[ ] No

[ No

L1 N/A

[ IN/A

[ []N/A

L] NIA

[ INA

X N/A

[ N/A

[ JN/A

[ NIA

LINIA

| CINIA

[ ] N/A

I

Page

Remarks

Remarks

Remarks

Remarks

Remarks

Remarks

Remarks

Remarks

Remarks

Remarks

Remarks

Remarks:

20f3



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

YMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

'~ 7720. Is Purchasing Services Unit (PSU) notified

immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting canceltation
of the requisition or deletion of an item, if itis
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

22.

23

24.

investigated to ensure the orders are not opened for
an unreasonable fength of time. (SAM 8422.0)

Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department’s delegated purchase authority limits?
{(Public Contracts Code Section 10329)

C1IP 680C {Rev 08 0B) OP1010

X Yes

(1 Yes

X Yes

X Yes

[] Yes

[INo

] No

[]No

[INo

X No

Page 30of3

[ ] |
1 D N/A 1 Remarks

|
|

& N/A Remarks:

D N/A Remarks

D N/A Remarks:

' [:I N/A Remarks:

None are currently open.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL | Command Division
YMMAND INSPECTION PROGRAM | Baldwin Park | Southern

INSPECTION CHECKLIST ES"S‘;”’{; bf’ngraham

Chapter 3, Command Procurements | Assisted by

Contracts l SQE H. Castillo

Page 10f4

Numtset b
Lc b 220X
' Date
I 12/01/2008
Date

12/01/2008

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted In the inspections shall be commented on via the "Remarks” section Additionally, such
discrepancies and/or deficiencies shall be documenled on an Exceptions Document and addressed lo the next level of command
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken If this form is used as a Follow-up

Inspection, the "Follovx_/-_u_p Inspection” box shall be marked and only deficient _it_e_ms need to be refinspect?d

| TYPE OF INSPECTION . - Lead Insp ctor's?]gnalule - —
[ ] Division Level X] Command Level
| ] Executive Office Level (] Voluntary Self-Inspection

Follow-up Required: | [J Follow-up Inspection

[JYes Xl No :

| For applicable policy, refer to: HPM 11.1, Chapter 22

1 Isa CHP 78 Contract Request used to initiate all

service contracts which are repetitive, regardless of A Yes | [JNo | [JNA

the estimated dollar value?

2 Isa CHP 78 Contract Request used for one-time

services exceeding $4,999.99? [TYes | ANo | []NA

3 |s the Office of Primary Interest (OPI) tracking

numbering beginning with the requesting command Bdyes | [[INo |[JNA

three-digit location code used, followed by "CP" for
contract payable listed on the CHP 787

4. s the performance of contract services monitored

and documented? PKyes | CINo |[JNA

5 Are all copies of correspond'ence with the vendor

maintained? Pdves | [INo |[JNA

6 Are letters for contracts documented and maintained

which outline any problems related to substandard or | 4 Yes | [[JNo | [ N/A

non-performance of the vendor?

7 s the final product to be delivered described

specifically and in as much detail as possible in the X yes | []No ! L) N/A
|

CHP 787

& Are ali required ievels of approvalisignature obtamed, |

including the required documentation and approvals | [4 Yes | [[INo | [JN/A

for expedite and emergency contracts per HPM 11 1,
Chapter 22, before forwarding the CHP 78 or CHP |
78A7

Remarks

Remarks®

Remarks

Remarks:
Tow Contract specific

Remarks:
Remarks

No problems
experienced.

Remarks

Remarks



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

IMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9  Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

10 Is all work completed and accepted by the
Department before expiration of contract agreement?

11 Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
rmanner specified in the contract (e.g., review
progress reports and interim products)?

12 Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

14 Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final Invoice?

15 s the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

16 Are all applicable form sections of the CHP 78
completed?

17 Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

18 Are all employees associated with the management
of a contract completing the CHP 7883, Conflict of
Interest Statement, Employee, form?

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

20 Are contract amendment request dollar amounts
increased more than 30%?

G BBOTN (Rev 09-08) G 010

@Yes] [INo

X ves | []No
Yes | [ ] No

Yes | []No

= —

Yes | [ JNo

| X Yes | []No

X Yes | [JNo

X yes | [INo
[JYes | []No
B Yes | [JNo
X ves | [[]No
[JYes | [X]INo

CINIA |

LIN/A

[ N/A

Page 20f4

Rernarks

Comes from Sacramento

Remarks

Remarks

Remarks

Remarks

Remarks

Remarks

Remarks

Remarks

Remarks

Remarks

Two Contracts only

Remarks



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

DMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21

22

23

24

25

26.

CHP B8UF (Rev 09 08) OPIO10

Is the length of the contract amendment request

more than one year?

Are amendments feqUested before the expiration of
the original contract?

Is a service contract on @ CHP 78, Contract Request 1

initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999 99 in
total cost?

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

{5) Consulting Services

limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpel Installation

(1) Diesel Generator Maintenance and Repair

(5) Dishwasher Mainlenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

{12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Mainienance and Repair

(16) Steam Cleaning Services (Carpel, not scales)

(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(

19) Uninlerruptible Power Supply Maintenance and Repair

[]Yes

X Yes

[ ] Yes

[]Yes

[ Yes

(] Yes

X No

[]No

[] No

[] No

1 No

LI N/A

LI N/A

[ N/A

> N/A

N/A

N/A

Page 3 of4

Remarks

Remarks:
Tow Contract only.

Remarks

Remarks:

None rented
Remarks:

CHP janitor is not a
service.

Remarks:



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27 Are all driver license and fingerprint information

28

29.

30

31

32

33

35

36.

37

38

39

forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

“Is CSU advised by the command to determine if

adverse information discovered is grounds for
canceling the contract (i.e , adverse driver license
and/or criminal history information is received
regarding the cantractor or the contractor’ s
personnel)?

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

Is a log sheet maintained for a diary of activities
related to the contract?

Is a computer file prepared for all contracts
administered?

s a spreadsheet prepared listing all expenditures?

s the notification to the contractor documented for
the start date for services to begin?

s the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol |, Ch. 3, Section 3 02.1)

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol [, Ch. 3, Section 3.02.5)

Does Contract work only begin after approval of the

final contract? (SCM Vol. 1, Ch 4, Section 4 09)

Are the requirements for Government Code Seclion
19130 (a) or (b) documented and justified for

personal service contracts? (GC 19130 & SCM Vol |,

Ch 7, Section 7 05)

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Val. |,
Ch 4. Section 4.09)

CHIPRE0E (Rey 0008 Q1010

' [ yes

L] Yes

X Yes

[} Yes
[] Yes

_] X Yes
| X4 Yes

X Yes
] Yes

[7] Yes

X Yes

Yes

[
;DYes

\

(INo

[] No

[[]No

(] No

X No

[ ] No
[]No

[ 1No

[ 1No

[T No

[ ] No

[ INo

X No

Page 4 of 4

[5] NIA | Remarks

LIN/A

N/A

] NIA

(] NA

(] N/A

L) N/A

X N/A
N/A

(] NIA

[ JN/A

|
[ NIA

Remarks

Remarks:

Remarks

Remarks

Remarks

Remarks, Yes
By letter. Copy kept on file

Remarks:

Remarks:

Remarks:

Remarks

Remarks

Remarks



STATE OF CALUIFORNIA Command: Division; Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Antelope Valley | Southern 3
MMAND INSPECTION PRO inspecied by: Dot

e =0 GIRAL Lt. A. Witmer/OSSI Hayworth 1/12/2009

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be rouled to and ils due date. This document shall be utilized to document innovative practices, suggeslions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [C] Corrective Action Plan Included

[(] Division Level [ Command Level O] Appeal Included

[ Executive Office Level [ Attachments Included

Forward to: Commanders Signature:
Southern Division !

Date:

Follow-up Regquired: 2/19/09

[Jyes  KINo Due Date: Dec 10, 2008

‘Chapter Inspection: Command ProcedLres

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement; ]
None.

| Inspector’'s Findings: i

Contracts Program: All contracts are administered by Headquarters. The Area does oversee the work
of the contractors for the HVAC system and for the landscaping. There have been no problems with the
work being performed by the HVAC contractors. Issues regarding the landscaping/maintenance are
discussed with the landscaper and immediately resolved,

X Number Program: The Area's X-Number program was found to be operating within guidelines.
Cal-Card Program: The Area’s Cal-Card Program was found to be operating within guidelines.

Purchases Program: The Area's Purchases Program was found to be operating within guidelines

ClIP 580A (Rev 05-08) OP1 610



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command; Division: Chapter:
Antelope Valley | Southern 4

Inspecled by Date:

Lt. Andria Witmer/OSSI Hayworth | 11/10/2008

| Commander’s Response:

None required.

[ Inspector's Comments:

None.

Required Action -

Corrective Action Plan/Timeline

None.

CHP GB0A (Rav (S-0B) OPI 610




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Antelope Valley | Southern 4

Inspected by: Dale:

Lt. A. Witmer/OSSI Hayworth 11/10/08

Page 3

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection), =

Commander's Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector’s Signature Date:
v g/ N 1¢(07

R::-spond]n%ﬁt:(nanﬂgr‘s Signature (for appeal). Date:
Lya //7 - b _ Cs . r\‘C"
LR == = e M|

\J

CHP GBOA (Rev 09-08) OP1 010



STATE OF CALIFORNIA
ZPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM [ Sopmere [ Qs

Page 10f2

INSPECTION CHECKLIST Evaluated by:

Chapter 3, Command Procurements

Cal-Card Program

Division: Number:
545
Dale:
Li. A. Witmer, #11451 1/20/09
Assisled by: | Date:
Officer B. Moya, #10243 1/20/09

INSTRUCTIONS: Answer individual items with “Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies andlor deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up

Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need 1o be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

(] Division Level Command Level
[J Executive Office Level (] Voluntary Self-Inspection \ /‘\
Follow-up Required: (1 Follow-up Inspeclion Comniznder's, Sigialure: Dale:
[ 1Yes No ‘é B Jdome {- 20-09

For applicable policy, refer to: HPM 11.2, Chapter 3

N

1. Are all employees associated with the use of the Cal-

Card program completing the CHP 78S, Conflict of Yes | [INo | CJN/A | Remarks:
Interest Statement, Employee, form? B 1 .
2. Are STD. 21 Drug Free Workplace certifications = . -

] 2 antils " emarks: Area uses vendo
maintained within th?) Cal Card command file for [Jvyes | [JNo | XINA approved by Division who has lhis
each vendor utilized? daocument on fiie.

3. Are STD. 204 Payee Dala Record forms maintained o
in the Cal Card command file for each vendor Yes | [ONo |[ON/A | Remaiks:
ulilized?

4. Are California Integrated Waste Management Board _ o
Form 74 documents maintained for each vendor R Yes | (INo | [(IN/A | Remarks:
ulilized?

5 If the vendor is a small business or DVBE is utilized, N a
is the certification letter from the Department of X Yes | [[JNo | [JN/A | Remarks:
General Services maintained in the file?

6 When fair and reasonable is ulilized, is the fair and | | | .._._' .
reasonable method documented and properly [(JYes | [INo N/A S:Qﬁ:‘s(s Area has not had need to
justified? '
- 7. Are purchases split into muitipie ransactions in order o

to circumvent transaction purchase limits? (JYes | XNo |[JN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the m— _ o
purchase? Yes | [JNo |[7]N/A | Remarks:

9. Are bank statements reconciled wilh the CHP 317 N g _
Cal Card Log and the receipts/invoices? Yes | [(ONo |[JN/A | Remarks:

CH# 680D (Rev 09-08) OPI010



Page 20f2
STATE OF CALIFORNIA
=PARTMENT OF CALIFORNIA HIGHWAY PATROL
~OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized T o
and maintained? Yes | [ONo | [ N/A | Remarks:
11. Are credit invoices/receipts for returned items N
maintained with the bank statement? [Jyes | [ONo N/A ze[mrz]agl;s. inolilepiSiaye inad {aibe
12. Do non-itemized purchase receipts/invoices" S S i o '____ T
document the purchase by listing the commadity, [(JYes | CONo | (X N/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? _
Yes D No D N/A Remaiks:
14. Are Cal Card purchases pre-approved by the .
commander? Yes ONo | [ NA Remarks:
15. Have all cardholders received training on the _
Department's procurement processes? Yes | [(INo | [ N/a | Remarks:
16. Are item(s) purchiased with the Cal Card prohibited o B
by departmental policy? [(Tves | X No |[JN/A | Remarks:

CHP 6800 (Rev. 09-08) OP1 010
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STATE OF CALIFORNIA e TSR A e

“PARTMENT OF CALIFORNIA HIGHWAY PATROL Command: 1 Division: Number:
OMMAND INSPECTION PROGRAM | -Antelope Valley | Southern =2

Evaluated by: Date:

INSPECTION CHECKLIST Lt A. Witmer, #11451 1/20/09
Chapter 3, Command Procurements Assisled by: Dale:
Contracts Officer B, Moya, #10243 1/20/09

INSTRUCTIONS: Answer individual items with "Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with pollcy,
applicable legal stalues, or deficiencies noted in the inspections shall be commented on via the "“Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documenled on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up andfor corrective action(s) taken.
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need lo be re-inspected.

If this form is used as a Follow-up

TYPE OF INSPECTION

Lead Inspector's Signature:

[] Division Level

X Command Level

[[] Voluntary Self-Inspection

[] Executive Office Level

" Follow-up Required: [J Follow-up Inspection

[ ]Yes No

wcﬂwe

Dale:

| - 20-CH

For applicable policy, refer to: HPM 11.1, Chapter 22

\J

1. Is a CHP 78 Contract Request used to initiate all

service contracts which are repetitive, regardless of Yes | [INo | [JN/A | Remarks:
the estimated dollar value?

~ 2. Is aCHP 78 Contract Request used for one-time
services exceeding $4,999,997 CDyes | BNo | [JN/A | Remarks:

3. Is the Office of Primary Interest (OPI) tracking - . -
numbering beginning with the requesting command X Yes | [JNo |[JN/A | Remarks:
three-digit location code used, followed by “"CP” for
contract payable listed on the CHP 787

4. Is the performance of contract services monitored .
and documented? Yes | [INo | [JN/A | Remarks:

5. Are all copies of correspondence with the vendor _ .
maintained? X Yes | [INo | [ N/A | Remarks:

6. Are letters for contracts documented and maintained _ e
which outline any problems related to substandard or | [] Yes | [J No N/A R::f"o?;ﬁ:a“:'sig:m;?"" haye
non-performance of the vendor? P '

7. Is the final product to be delivered described o ‘
specifically and in as much detail as possible in the Yes | [INo | [JNiA | Remarks:

CHP 787

8. Are all required levels of approval/signature obtained, o

including the required documentation and approvals | [ Yes | [JNo | (O N/A | Remarks:

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7

CHP BLOF (Rev (8-08) OP1 010




STATE OF CALIFORNIA
ZPARTMENT OF CALIFORNIA HIGHWAY PATROL

~OMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 20f4

9,

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[] Yes

[JNo

N/A

Remarks: Area has not had short
notice contracts processed.

10,

BTN

Is all work completed and accepted by the
Department before expiration of contract agreement?

“Are contract services performed according to the

guality, quantity, objectives, limeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

K Yes

X Yes

] No

[JN/A

Remarks:

[ No

CIN/A

Remarks:

12.

Are invoices for payment reviewed and approved io
substantiate expenditures for work performed and to
prevent penalties being assessed?

K Yes

(I No

L1 N/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

Yes

(] No

[JN/A

Remarks:

14.

Does the requestor verify the contractor has fulfilied
all requirements of the contract before approving the
final invoice?

Yes

1 No

(1 N/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded lo Fiscal Management
Section for payment?

16.

Are all applicable form sections of the CHP 78
completed?

K Yes

X Yes

1 No

LI N/A

Remarks:

[ No

CINA

Remarks:

7.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

Yes

[J No

[ N/A

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

19.

Are problems concefﬁing the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X ves

X Yes

(] No

(I No

LI NA

L1 N/A

Remarks:

Remarks: Area has not experienced
problems with contractor
performance.

20.

Are contract amendment request dollar amounts
increased more than 30%?

[] Yes

[ ] No

X N/A

Remarks: None requested.

CHP &80F (Rev. §9-08) OF1 010



STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL

~OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

21

Is the length of the contract amendmenl request
more than one year?

Page 3 of4

[ Yes

X No

I N/A

Remarks:

23.

22.

Are amendments requested before the expiration of

the original contract?

Yes

1 No

O N/A

Remarks:

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

] Yes

X No

L N/A

Remarks:

24.

Do conference room rental cosls exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[] Yes

[1No

X N/A

Remarks:

CHP 680F (Rev. 03-08) OPI1 010

. Are California Department of Justice (DOJ) and

Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janilorial Services

(5) Consulting Services

26.

Is a driver license check conducted for, but not
limited 1o, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

{1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

{4) Diesel Generalor Maintenance and Repair

{3) Dishwasher Maintenance and Repair

(8) Etlevalor Mainlenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Mainlenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11} Laundry/Linen Service

{12} Office Machine Mainlenance and Repair

(13) Painting Services (interior of facility)

{14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services {cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

[ Yes

] Yes

[ No

N/A

Remarks: Area cuslodian is a CHP
employee.

{
FORMC
HECKB

ox ]
No

B N/A

Remarks: Area has nol contracled
for these services exceeding the 30
day fimit.
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STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGBWAY PATROL
SOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
" 27. Are all driver license and fingerprint information ‘
forwarded to Contract Services Unit (CSU), along (Yes | [ONo | XN/ | Remarks:
with the contract number for retention after
Commander review?
~728. 1s CSU advised by the command to determine if _ N . o
adverse information discovered is grounds for [JYes | [JNo N/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?
29. Are all invoices, records, and relevant documentation _ o
maintained for three years after the final payment of Yes | [INo | [N/ | Remarks:
the contract?
30. Is a log sheet maintained for a diary of activities BRI levailion
related to the contract? OvYes | TINo | BINA | S8t dministerad by HQ.
31. Is a computer file prepared for all contracts Bemaress Mondoneniiiealevelli:
4t - e Emarks. 1Ne & d
administered? D Yes D No NIA contracts administered by HQ.
32 1sa spreadsheet prepared listing all expenditures? -
Remarks: Not done al Area level for
. I_:]_Ye? D No @ N/A contracts administered by HQ.
33. Is the notificalion to the contractor documented for '
the starl date for services o begin? X Yes | [ONo | [ N/a | Remarks:
34. [s the contractor contacted to determine if all invoices _
have been received in arder to oversee the B Yes | [dNo |[JN/A | Remarks:
completion of the contract?
35. Do consultant services contracts of $1 ,00(3"6_1' more o )
contain detailed performance criteria and a schedule | [J Yes | [] No N/A E:J‘;aégseh zlge%oendéullanl services
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)
36. Does the contract file contain the STD. 4 Contractor )
Evaluation form for consultant contracts? Mvyes | [ONo | X NA | Remarks:
(SCM Val. I, Ch. 3, Section 3.02.5)
37. Does Contract work only begin after approval of the R __-__,,_ s
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes | [INo |[]N/A | Remarks:
38. Are the requirements for Government Code Section T _
19130 (a) or (b) documented and justified for (JYes | (ONo | XN/ | Remarks:
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)
39. Are any contract payments made prior to the final .
approval and execulion of the contract? (SCM Vol. I, X No | [JN/a | Remarks:

Ch. 4, Section 4.09) _

CI3P> 680F {Rev. 05-08) CI?1 010
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Page 10f3
STATE OF CALIFORNIA Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Antelope Valley Southern 545
~“OMMAND INSPECTION PROGRAM Evaluated by: Date:
INSPECTION CHECKLIST ,I&;sj?ét\é\gtt;ny?r E);/tL?/ZOOS
Chapter 3, Command Procurements 0SS! Cindy Hayworth T

Purchases

INSTRUCTIONS: Answer individual items with “Yes” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

(] Division Level Command Level =
(] Executive Office Level (] Voluntary Self-Inspection !g’f - W
| L
Follow-up Required: - | . C"”‘“‘:ﬂ“ e"f?S__iF{_’_}‘f"”f&' oy N
[] Yes No ollow-up Inspection | = P\ ¥ (e 2L OY

For applicable policy, refer to: HPM 11.2, Chapter 7

1.

Are participants in the procurement process at the

command level familiar with the related policies and Yes | (ONo |[JN/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received ‘
procurement training? Yes | [(ONo |(JN/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases '
Requisitions? (JYes | X No |[[JN/A | Remarks:
¢ Supplies for personally — owned equipment
e Commodities for personal use
e Confirming order
¢ Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, _
prepared for commodity items obtainable from X Yes | (ONo |[JN/A | Remarks:
different suppliers or from different statewide
commodity contracts?
5. s all required information entered on the CHP 43, .
Purchase Requisition? Yes | [(JNo | [JN/A | Remarks:
6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each | (X] Yes | [ No [ [J N/A | Remarks:
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for Yes | [JNo | []N/A | Remarks:

approval?

CHP 880C (Rev 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

STOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases

Page 20f3

8. Do specialized items purchased contain the
appropriate Division, and/or OP| approvals?

Yes

[(J No

CIN/A

Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid?

Yes

[JNo

LI N/A

Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

Yes

(J No

LI N/A

Remarks:;

11. Are Limited Competitive Bidding purchase requests
that limil or restrict the purchase to one specific
hrand or model justified and in compliance with SAM
35557

X Yes

[JNo

LI N/A

Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

X Yes

() No

(I N/A

Reamarks:

13. Do Non-Competitive Bid (NCB} purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

Yes

O No

[ N/A

Remarks: Only Range facilities were
obitained vis NCB since no other
facililles were available and no
correclive action plan needed.

14. Are items checked immediately for content and
damage when delivered?

Yes

O No

CIN/A

Remarks:

15. Is the “received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

Yes

(] No

(LI N/A

Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

Yes

] No

[ N/A

Remarks:

17. |s FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

Yes

(JNo

I N/A

Remarks:

18. Is the original “received copy” retained by the
command for complelion and forwarding to the FMS
when the complete shipment is received?

Yes

™ No

CIN/A

Remarks:

19. Are Damaged items delivered by commeon carrier
acknowledged on the freight bill by the carrier's driver
hefore being accepted?

X Yes

(J No

CJN/A

Remarks:

C14P 680C (Rev 06-08) ORI 046




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

TOMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 3o0f3

20. Is Purchasing Services Unit (PSU) notified

immediately by telephone, followed in writing either
hy a memorandum or e-mail, requesting canceliation
of the requisition or deletion of an item, if it is
determined that a commodity requesied on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

[] Yes

(] No

B N/A

Remarks: No cancellations have
heen required.

21.

Are open purchase orders periodically reviewed and
investigaled 1o ensure the orders are not opened for
an unreasonable length of time. {SAM 8422.0)

Yes

() No

(I N/A

Remarks:

22.

Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol lI, Ch. 11, Topic 4)

X Yes

(] No

L1 N/A

Remarks: Contained in the requisilion
book.

23.

Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

A ves

O No

LI N/A

Remarks: Supporting documents are
attached to requisitions.

24.

Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
{Public Contracts Code Section 10329)

(] Yes

X No

(I N/A

Remarks:

GHP G50C (Rev. 0%-08) OP1 010




STATE OF CALIFORNIA

Page 1o0f2

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number.
:OMMAND INSPECTION PROGRAM | Antelope Valley | Soulhern 545
| valuated by: ate:
INSPECTION CHECKLIST Lt. A, Witmer, #11451 1120009
Chapter 3, Command Procurements Assisted by: Dale:
X-Number Program Officer B. Moya, #10243 1120/09 N

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal stalues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective aclion(s) taken. If this form is used as a Follow-up

o A

TYPE OF INSPECTION

Lead Inspector's Signature:

(] Division Level Command Level
[[] Executive Office Level [_] Voluntary Self-inspection }
FO”OW'Up Required: D Follow-up fnspection CoroaTier(s Si nat:;re: Date:
[dYes  BINo D s (- 2o-09

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor

agreements have prior approval by the appropriale
Assistant Commissioner?

to circumvent the $4,999 contract limit? (] Yes No | [JN/A | Remarks:

2. Does all X Number file documentation contain the | | .

STD. 204 Payee Data Record? K Yes | [INo | [JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or | T

landscaping) have prior approval from the Business M yes | [INo | [JNA Remarks:
Services Section commander?

" 4. Are X Number requests made prior to the date the .

services are peiformed? Yes | [JNo | [JN/A | Remarks:

5. Are X Numbers issued for a one-time use? -

IGS D NO D N/A Remarks:

6. Are prohibited services performed using an X _

Number? (] Yes No | [JN/A Remarks:

7. Are X Numbers used for the procurement of a L

service and not the purchase of a commodity? XK Yes | [INo |[[JN/A | Remarks:

~ 8. Are X Numbers issued for telecommunications - )

relaled services pre-approved by K Yes | [INo [[JN/A | Remarks:
Telecommunications Seclion?

9. Do X Numbers used for facilities related services )
(such as roof repair, clectrical) costing over $1,000 Yes | [INo |[JN/a | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual D _
D Yes D No & N/A Remaiks:

CHP BBOE (Rev 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

SOMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business

X Yes l

Page 20f2

vendor conlain three price quotations? COONo | [ N/a | Remarks:
12. Do all X Numbers awarded to a small business o .
vendor contain the small business certification from Yes | [(ONo | [JN/A | Remarks:
the Department of General Services (DGS)?
13. Does the file documentation contain the STD. 21 : k; Area X Number requesls
o B emarks. I i requ
Drug Free workplace certification for X Number ClYes | [INo | B2 NA EyiEeatEs cremET T
vendors? no STD 21 was obtained due to time
e limitations,
14. Do emergency service X Numbers document and .
justify the emergency? Yes | [JNo |[JN/A | Remarks:
13. Is the itemized invoice for each X Number service _
maintained in the command's files? X Yes [ N/a | Remarks:

[] No

CHP 680E (Rev, 09-08) OPI 010
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STATE OF CALIFORNIA ‘Command [ Division | Chapter. |

DEPARTIVENT OF CALIFORNIA HIGHWAY PATROL Altadena Area | Southem |3 |

COMMAND INSPECTION PROGRAM inspected Dy: | Date |
Lieutenant Geletko il 12/29/2008

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION Corrective Action Plan Included
| [ ] Division Level Command Level ] Appeal Included
[] Executive Office Level [ Attachments Included
T |Fowadto. Commander's Signature: | Date:
Follow-up Required: Southern Division : 7~ |
Yes  [INo Due Date: 12/31/2008 Lm/'(({_ o ‘ /=N ds

Chapter Inspection:

| Inspector's Comments Regarding Innovative Practices:

The Altadena Area has not implemented any innovative practices regarding contracts, Cal-Card,
X-numbers and purchases.

 Command Suggestions for Statewide Improvement: | ]

None.

| Inspector’s Findings:

The Area is following all policies and procedures regarding “Purchases” as outlined in HPG 22.1.

The Area does not maintain the STD. 21 Drug Free workplace certification for all X-number and Cal-
Card vendors. All Cal-Card holders have not received formal training regarding the Department's

procurement processes.

The Area has not prepared a computer file for all contracts administered. In addition, the Area has not
prepared a spreadsheet listing all expenditures. Notification to the contractor has not been documented
for the start date for the services to be performed.

CHP 680A (Rev 09-08; OPI1 (10



STATE OF “ALIFORNIA
DEPARTMLNT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Command: Division: | Chapter: i
EXCEPTIONS DOCUMENT | Altadena Area | Southem = |

Inspected by: Date: |
Page 3 _[__i_gutenaynt Geletko 12/29/2008 |

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

| Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal). |

!T?dl speclor's Signature: | . Dale' ) , ‘
Led fon £ 7~ Fys s 2/ 29/ 200”7

..esponding Commander's Signature (for appeal): Date™” ‘

CHP 680A (Rev 09-08) OP1010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

ZOMMAND INSPECTION PROGRAM

{(NSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

I"Command:

| Altadena Area
Evaluated by:

Lieutenant Chuck Geletko
Assisted by:

I Division:
Southern

Office Manager Sandra Gutierrez

Page

T Number: -
575 |
1 Date: |
12/29/2008
Date:

12/29/2008

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any dlscrepancues with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken.
inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

tf this form is used as a Follow-up

TYPE OF INSPECTION

[ ] Division Level Xl Command Level

[ ] Executive Office Level (] Voluntary Self-Inspection

Follow-up Required: | (I Follow-up Inspection

[ INo
For applicable policy, refer to: HPM 11.2, Chapter 3

Card program completing the CHP 78S, Conflict of
Interest Statement, Employee, form? -
Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for

each vendor utilized?

2

~ 3. Are STD. 204 Payee Data Record forms maintained

in the Cal Card command file for each vendor
utilized?

4. Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

If the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

—

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

7. Are purchases split into multiple transactions in order |

to circumvent transaction purchase limits?

Does the CHP 317 Cal Card Log fully describe the
purchase?

8.

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices?

CHP 3200 {Rey 09-08) OP 010

1. Are all employees associated with the use of the Cal- |

Lead Inspecto

r's Signature

(@&/w

Commander's Sign lure
e
i S :

™ Yes

[]Yes

Yes

(] Yes

X Yes

L] Yes

[]Yes

X Yes

Yes

[ JNo [ ] N/A
< No []N/A
[]No ] N/A
X No [ N/A
[ ] No [T NIA
[]No N/A
No | [ N/A
[(INo | I N/A
[ ] No [ ] N/A

///J 7
[ Date™ |
/=5 —09
Remarks:

Remarks: The STD. 21 certification
was not included in the file
documentation for each vendor

Remarks

Remarks:

Remarks:

Remarks: The Area purchases the
least expensive item when several
selections are available.

Remarks:

Rernarks:

Remarks




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

Z“OMMAND INSPECTION PROGRAM

iINSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. Is the CHP 317 Cal Card Log properly authorized

and maintained?

11. Are credit invoices/receipts for returned items
maintained with the bank statement?

12. Do non-itemized purchase receipts/invoices

document the purchase by listing the commodity,
guantity, and unit price of the item(s) purchased on

the bank statement.
13. Are Cal Cards maintained in a secure area?

14. Are Cal Card purchases pre-approved by the
commander?

15. Have all cardholders received training on the
Department's procurement processes?

" 16. Are item(s) purchased with the Cal Card prohibited

by departmental policy?

CHP 680D (Rev 03-08) OPI 010

Yes

X Yes

[]Yes

| X Yes

[ ]No
[1No

] No

[] No
[]No

No

X No

—

L1 N/A

L1N/A

N/A

Page 20f2

Remarks:

Remarks:

Remarks: All purchase
receipts/invoices are itemized

Remarks:

Remarks: The Commander pre-
approves purchases and Division is

contacted prior to the actual purchase
if any question exists.

Remarks: All cardholders have not
received formal training.

Remarks




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

OMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases

Page 10f3
Command: Division: " Number: -
! Altaden_a Area } Southern ) ’__575
Evaluated by: Date:
Lieutenant Chuck Geletko 12/29/2008
[ Assisted by o - | Date:
Office Manaaer Sandra Gutierrez 12/29/2008

INSTRUCTIONS: Answer individual items with "Yes” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up

Inspection, the “Follow-up inspection” box shall

be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION
["] Division Level

[ ] Executive Office Level

Follow-up Required:

[X] Command Level

(] Voluntary Self-Inspection

(] Follow-up Inspection

Lead Inspector's Signature:

Qb tied <7 Frs
0 T _ R I

Commanders’Sianature Date:

A k_-- :L/“ §—d47 |

o

LlYes  BINo

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the

l

command level familiar with the related policies and Yes
procedures for purchasing?
2. Have Approversireviewers of purchases received
procurement training? X Yes
3. Are prohibited items procured on CHP 43, Purchases |
Requisitions? ] Yes
e Supplies for personally — owned equipment
o Commodities for personal use
e Confirming order
¢ Purchases via the internet |
4. Are separate CHP 43s, Purchase Requisitions, i
prepared for commodity items obtainable from | X Yes
different suppliers or from different statewide
commodity contracts?
5. Is all required information entered on the CHP 43, N
Purchase Requisition? X Yes
6. Are the CHP 43, Purchase Requisitions, numbered | N
consecutively, starting anew at the beginning of each | [X] Yes
fiscal year (July 1)? |
" 7. Are expedited requests for the purchase of goods | i
forwarded to the Assistant Commissioner, Staff, for | (] Yes

approval?

CHP 680G {Rev 09 08) OP1010

[JNo

I No

X No

[ ] No

[J No
] No

X No

CIN/A

LIN/A

I NA

CINA

Remarks:

Remarks

Remarks:

Remarks:

Remarks:

‘ Remarks:

Remarks: Expedited requests are
forwarded to Southern Division.




[ 9 Arethe CHP 43, Purchase Requisitions,

14. Are items checked immediately for contentand

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

SOMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the J
appropriate Division, and/or OPI approvals?

competitively bid?

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
3565657

12, Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

damage when delivered?

approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

17. Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

18. |s the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

19. Are Damaged items delivered by common carrier

X yes | []No
X Yes | [JNo
X Yes | []No
= —

[IYes | [No
[(1Yes | [JNo
[]VYes

X Yes | []No
Yes | [ No
(Jyes | XINo
[ JYes | XINo
[]Yes No
Yes | [JNo

acknowledged on the freight bill by the carrier's driver |
before being accepted? [

CHP 680C (Rev 09-08) OP| 010

Page 20of 3

D N/A Remarks:

[:] N/A Remarks:

[:I N/A Remarks:

lz N/A ' Remarks:

N/A Remarks:

= |
[]No I&N/A Remarks:

D N/A Remarks:

D N/A Remarks

D N/A Remarks: The freight and/or packing

L] N/A

slips are attached to the CHP 43

Remarks: Attached to the CHP 43

[:l N/A Remarks: Attached to the CHP 43,

[:l N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

SOMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. Is Purchasing Services Unit (PSU) notified

immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is

determined that a commodity requested on a CHP 43

is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase

orders maintained for three years after payment?
(SCM Vol. I, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

24 Are purchase orders split to evade competitive

bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

‘ X Yes

X Yes

X Yes

Yes

(] Yes

[(INo | CIN/A

|
OONoe | O N/A_
] Nc_> | I N/A
[:]_No I N/A
X No _[j N/A_
|

Page

Remarks:

Remarks:

Remarks.

Remarks

Remarks:

30of3




STATE OF CALIFORNIA
DEPARTMENT OF CALIFCRNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

;SPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

[Command:
| Altadena Area
Evaluated by:
Lieutenant Chuck Geletko
" Assisted by -
Office Manager Sandra Gutierrez

| Division:
Southern

Page 10of2

~ [ Number
575

Date:
12/01/2008
Date:
12101/2008

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Excentions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up

d to be re-inspected.

o

" TYPE OF INSPECTION

[] Division Level Command Level

[] Executive Office Level [] Voluntary Self-Inspection

Follow-up Required: | [] Follow-up Inspection

- X Yes [ ]No
For applicable policy, refer to: HPM 11.1, Chapter 23

e

Lead Inspector's Signature:

(O ilhnd A7 T2
T

Date:

. [— S—e7

1. Are multiple X Numbers awarded to the same vendor _
to circumvent the $4,999 contract limit? [JYes | XINo |[JN/A | Remarks:
" 2. Does all X Number file documentation contain the - - o
STD. 204 Payee Data Record? Yes | [INo |[JN/A | Remarks:
3. Do X Numbers requiring a contract (i.e., janitorial or - _ o
landscaping) have prior approval from the Business Yes | [ONo |[JN/A | Remarks:
Services Section commander?
4. Are X Number requests made prior to the date the T
services are performed? Yes | [JNo | [JN/A | Remarks
5. Are X Numbers issued for a one-time use? | | . ]
S M ——— X Yes | [INo |[INA|Remets
6. Are prohibited services performed using an X _ ‘
Number? [] Yes No | []N/A | Remarks:
"7 Are X Numbers used for the procurementofa | . k_ -
service and not the purchase of a commodity? X Yes | [ONo |[JN/A | Remarks
8. Are X Numbers issued for telecommunications | -1 1. . -
related services pre-approved by KYes | [INo | [JN/A | Remarks:
Telecommunications Section?
9. Do X Numbers used for facilities related services T n e B
(such as roof repair, electrical) costing over $1,000 X Yes | [ONo |[JN/A | Remarks:
have prior approval from Facilities Section?
" 10. Do X Numbers issued for lapsed contractual o T : b_, - |
agreements have prior approval by the appropriate ] Yes No | ] N/A E:m(:sssgcet?oz LU Epppoval fiem

Assistant Commissioner?

CHP 680E (Rev 09-08) OPI1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CCOMMAND INSPECTION PROGRAM

SPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business

vendor contain three price quotations? X Yes ‘ [ 1 No

12, Do all X Numbers awarded to a small business
vendor contain the small business certification from I Yes
the Department of General Services (DGS)?
13. Does the file documentation contain the STD. 21 o

Drug Free workplace certification for X Number []Yes

vendors?

" 14. Do emergency service X Numbers document and B
justify the emergency? | K'Yes

15. |s the itemized invoice for each X Number service |
maintained in the command's files? X Yes

CHP 6B0F {Rev 08-08) OPI 010

[ N/A
[TNo | [JNA
X No [ N/A
(O No | [JNA
[ No (I N/A

Page 20f2

Remarks:

Remarks:

Remarks: The STD 21 certification
was not included in the file
documentation for each vendor.

Remarks:

Remarks:




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

OMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1of 4
Command: Division: Number:
Altadena Area Southern 575 B
Evaluated by: ?z?/lzeé/zooa
Lieutenant Chuck Geletko
Assisted by: Date:
Office Manager Sandra Gutierrez 12/29/2008

INSTRUCTIONS: Answer individual items with "Yes” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be docurented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection. the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[] Division Level Command Level , ¢ ey _
‘ (Lfitnd T 7175
[[] Executive Office Level [ ] Voluntary Self-Inspection =
Follow-up Required: (] Follow-up Inspection bate: _
] / S / %

Yes [ ]No

For applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all .
service contracts which are repetitive, regardless of Yes | [JNo | [JN/A | Remarks:
the estimated dollar value?

|

2. Isa CHP 78 Contract Request used for one-time '
services exceeding $4,999.997? Yes | [JNo | [IN/A | Remarks:

3. lIs the Office of Primary Interest (OPI) tracking .
numbering beginning with the requesting command X Yes | [JNo | [JN/A | Remarks:
three-digit location code used, followed by "CP” for
contract pavable listed on the CHP 787

4. s the performance of contract services monitored .
and documented? X Yes | [INo |[JN/A | Remarks:

|
" 5. Are all copies of correspondence with the vendor .
maintained? Yes | [INo | [JN/A | Remarks:
6. Are letters for contracts documented and maintained .
which outline any problems refated to substandard or | [XI Yes | [JNo | [JN/A | Remarks
non-performance of the vendor?
_i 7. s the final product to be delivered described
I specifically and in as much detail as possible in the X Yes | [ONo | [JN/A | Remarks:
| CHP 787
I | . R e e e ]

8. Are all required levels of approval/signature obtained, .
including the required documentation and approvals Yes | [JNo | [JN/A | Remarks
for expedite and emergency contracts per HPM 11.1,

Chapter 22, before forwarding the CHP 78 or CHP
78A7
|

CHP 680F (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

OMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six _
months from the anticipated start date of the contract Yes | [JNo | [JN/A | Remarks:

pre-approved by Assistant Commissioner, Staff, for
expedited processing?

10. Is all work completed and accepted by the I
Department before expiration of contract agreement? Yes | (ONo | [LIN/A

Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the Yes | [(INo | [JN/A | Remarks:
manner specified in the contract (e.g., review [
progress reports and interim products)?

12. Are invoices for payment reviewed and approved to .
substantiate expenditures for work performed andto | X Yes | [JNo | [LIN/A Remarks:

prevent penalties being assessed?

13. Are contract expenditures monitored to ensure there _
are sufficient funds to pay for all services rendered Yes | [INo |[[JN/A | Remarks:

as required by contract?

14. Does the requestor verify the contractor has fulfilled '
all requirements of the contract before approving the | [ Yes | [JNo | [JN/A | Remarks:

final invoice?

15. Is the final invoice identified and approved, as .
appropriate and forwarded to Fiscal Management Yes | [JNo |[JN/A | Remarks

Section for payment?

16. Are all applicable form sections of the CHP 78 .
completed? X Yes | [INo | [JN/A | Remarks

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear X Yes | [JNo | [JN/A | Remarks:
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of Yes | [JNo | [IN/A

Interest Statement, Employee, form?

Remarks:

19. Are problems concerning the contractor's _
performance fully documented in writing and made a Yes | [ONo | [JNA | Remarks:
part of the contract manager’s contract file?

20. Are contract amendment request dollar amounts _
increased more than 30%? ' [dYes | INo | [JN/A | Remarks:

CHP 680F (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

OMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page

3 of4

21. s the length of the contract amendment request
more than one year?

[ ] Yes

(X No

CIN/A

Remaiks:

22.

Are amendments requested before the expiration of
the original contract?

Yes

[ JNo

L N/A

Remaiks:

23.

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

Yes

() No

(] N/A

Remarks:

24.

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

Yes

() No

[ N/A

Rematrks:

25.

Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of

the following types of agreements:

1
2
3
4
5

T e

Avionics Maintenance and Repair
Helicopter Maintenance and Repair
Instructor Services (on-site)
Janilorial Services

Consulting Services

Yes

[ INo

L N/A

Remarks:

26.

Is a driver license check conducted for, but not

limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(M
(2)
(3)
(4)
(5)
(6)
(7)
(8)
{9)

Alarm and Fire Alarm Monitoring

Camera Maintenance and Repair

Carpet Installation

Diesel Generator Maintenance and Repair
Dishwasher Mainlenance and Repair

Elevator Maintenance and Repair

Fire Extinguisher Service

Garage Door Maintenance and Repair

Graphic Arts Equipment Maintenance and Repair

(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facilily)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Sleam Cleaning Services (Carpet, not scales)

(17) Telephone Services {(cellular, satellile, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Mainlenance and Repair

X Yes

I No

CIN/A

Remarks:

CHP A80F (Rev 0%-03) ORI 010




STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL

OMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information

forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

—

(I No

L] N/A

Page 4 of 4

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

I No

LIN/A

Remarks

29.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

[] No

LI N/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

X Yes

[ ] No

LIN/A

Remarks

31.

Is a computer file prepared for all contracts
administered?

] Yes

X No

LIN/A

Remarks:

32.

Is a spreadsheet prepared listing all expenditures?

[] Yes

X No

(I N/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

[] Yes

X No

LIN/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

Yes

[ ] No

L] N/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

Yes

[JNo

LIN/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. |, Ch. 3, Section 3.02.5)

™ Yes

[1No

[ N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

XK Yes

] No

(] N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

X Yes

(I No

| CIN/A

Remarks:

39._ATre'any contract payments made prior to the final

approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

’ [] Yes

X No

[ N/A

Remarks:
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